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Learning Materials and Resources 
 
The Human Capital Management (HCM) Reports Catalog covers the four functional areas of 
Benefits (BN), Human Resources (HR), Payroll (PY), and Time & Attendance (TA).  Each functional 
area contains queries and reports specific to that area.   
 
Reports and queries are located in the functional area of this reports catalog based on their navigation 
path. For example, the Employee SSN Verification report has the navigation path:  Navigator > 
Payroll for North America > US Annual Processing > Year End/New Year Preparation Pay Period 
Reports > Employee SSN Verification, and would be found in the Payroll section.   
 
Note: Since reports and queries may be used by more than one functional area, if you do not find the 
report or query in your functional area, please use the Find feature (ctrl F) to search the entire HCM 
Reports Catalog, as the report or query may be located in a different functional area.  
 
After reviewing this HCM Reports Catalog, if any additional information or guidance is needed, please 
refer to the following: 
 

 Cardinal SW NAV225 Cardinal Reporting (HCM):  This Web Based Training (WBT) course 
provides training and interactive demonstrations that cover the fundamentals of how to run or 
access reports and queries. This course is available in Cardinal Learning and on the Cardinal 
Website.   The course provides: 
 
− Key concepts in Cardinal HCM reporting 

 
− How to navigate to the Query Viewer, how to search for and run an HCM query and how to 

access query results online or by download 
 

− How to run HCM reports and how to navigate to the Report Manager and view reports 
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Benefits Queries 
 
 
<This page is intended to be blank> 
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Benefit Audit Queries  
V_OHB_AUDIT_DEP_ADR  
V_OHB_AUDIT_DEP_MEDICARE 
V_OHB_AUDIT_DEP_NAME  
V_OHB_AUDIT_EVENTS 
V_OHB_AUDIT_PAR_MEDICARE 
V_OHB_AUDIT_QMCSO 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This audit query is used to investigate benefit changes and is identified by the user, date, and time of 
the change.   
 
Note: This query is for Office of Health Benefits (OHB); however, due to query export size limitations, it 
is not for OHB Statewide use.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_DEP_ADR 
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_DEP_MEDICARE 
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_DEP_NAME 
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_EVENTS 
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_PAR_MEDICARE  
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_QMCSO 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Employee ID 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Employee ID, From Date and To Date fields are required fields.  
 
Screenshot of the Dependent/Beneficiary Address Query 
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Screenshot of the Dependent/Beneficiary Medicare Effective Date Query 
 

  
 
Screenshot of the Dependent/Beneficiary Name Query 
 

  
 
Screenshot of the Dependent/Beneficiary Name Query (scrolled right) 
 

 
 
Screenshot of the Update Event Status Query 
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Screenshot of the Update Event Status Query (scrolled right) 
 

  
 
Screenshot of the Benefit Person Effective Date 
 

  
 
Screenshot of the Dependent/Beneficiary Rider 
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COVA Health Plan Participants Query  
V_ BN_COVA_HLTH_PARTC 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists all employees enrolled in a health benefit plan as of a certain date.  This report can be 
run for all carriers or for a specific carrier.  The output can be used mailing labels for open enrollment. 
 
Note: Due to query export size limitations, this query is not for OHB Statewide use.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_COVA_HLTH_PARTC 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Business Unit (Blank for All) 
Carrier (Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
Screenshot of the COVA Health Plan Participants Query 
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Data Sheet Status Query  
V_BN_EMPL_DATA_SHEET_STATUS  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used by OHB to monitor the status of The Local Choice (TLC) jurisdictions who have or 
have not completed and certified their Employer Data Sheet.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_EMPL_DATA_SHEET_STATUS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

TLC Group (Blank for All) 
As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date field is a required field.  
 
Screenshot of the Data Sheet Status Query 
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Defaulted OE Elections Query  
V_BN_OE_DEFLT_EE  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists employees whose Open Enrollment (OE) health benefit plan defaults to a new plan if no 
action is taken because the old plan is no longer offered.   
 
This query is used by agency Benefits Administrators. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_OE_DEFLT_EE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID 
COMMIT (checkbox) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
During OE, run this query with the COMMIT checkbox unchecked.  At the end of OE, run this query 
with the COMMIT checkbox checked.  
 
Screenshot of the Defaulted OE Elections Query 
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Employee Benefit Data Query  
V_BN_EMPL_BEN_DATA  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists employee benefit enrollments as of a certain date with parameters to filter data for a 
specified population.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_EMPL_BEN_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Business Unit 
Department 
Location 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
Screenshot of the Employee Benefit Data Query 
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Screenshot of the Employee Benefit Data Query (scrolled right) 

 

 
 
Screenshot of the Employee Benefit Data Query (continued scrolled right) 
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Employee Search - FSA Query  
V_FSA_BENEFITS  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists Flexible Spending Account (FSA) enrollment data for a Company. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_FSA_BENEFITS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Enter Company 
(Optional) Elect or Waived 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Company field is a required field.  
 
Screenshot of the Employee Search - FSA Query 
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Events Closing Date Query (RBN296) 
V_BN_EVNT_NEAR_CLSDT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists events on the Benefits Administration System (BAS) Activity Table that are within 15 
days of the closing date defined by event rules. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_EVNT_NEAR_CLSDT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Events Closing Date Query 
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FSA and Admin Fee Errors- Balance Audit Query  
V_BN_HMO_PYMNT_DETAIL  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is one of two queries used to identify the employees that may have an error with their Flexible 
Spending Account (FSA) plan enrollment and/or their FSA Admin Fee. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_FSA_ADMINFEE_BAL_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Year 
Period 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Year and Period fields are required fields.  
 
Screenshot of the FSA Account and Admin Fee Errors - Balance Audit Query 
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FSA and Admin Fee Errors- Enroll Audit Query  
V_BN_FSA_ADMINFEE_ENROLL_AUDIT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is one of two queries used to identify the employees that may have an error with their Flexible 
Spending Account (FSA) plan enrollment and/or their FSA Administrative Fee. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_FSA_ADMINFEE_ENROLL_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Effective Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Effective Date field is a required field.  
 
Screenshot of the FSA and Admin Fee Errors -Enroll Audit Query 
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HMO Payment Query  
V_BN_HMO_PYMNT_DETAIL  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists all current month enrollments and premium amounts by Health Maintenance 
Organization (HMO) supplier and billing method.  The query includes retroactive changes that affect 
previously paid amounts. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_HMO_PYMNT_DETAIL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Vendor 
Billing Month 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Vendor and Billing Month fields are required fields.  
 
Screenshot of the HMO Payment Query 
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Missing ACA Certification Query  
V_BN_MISSING_ACA_CERT  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists agencies who have not completed their Affordable Care Act (ACA) Certification in 
Cardinal.  Report used by OHB during the ACA Certification period (December - January).   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_MISSING_ACA_CERT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

(none) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields and runs automatically after selecting the type of query.  
 
Screenshot of the Missing ACA Certification Query 
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QMCSO Participants Query 
V_BN_PARTIC_QMCSO 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists any employee with an active Qualified Medical Child Support Order (QMSCO) court 
order/rider on the dependent record and reflects information used to confirm enrollment in court-
ordered coverage. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_PARTIC_QMCSO 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

(none) HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields and runs automatically after selecting the type of query. 
 
Screenshot of the QMCSO Participants Query 
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TLC Data Queries 
V_BA_CONTACT 
V_BA_CNTCT_ADDR 
V_TLC_CONTACT 
V_TLC_EE_CLASS 
V_TLC_GRP_DEPT 
V_TLC_GRP_PLAN 
V_TLC_GRP_PROF 
V_TLC_HC_RATES 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Eight queries provide the OHB a means to extract the data in Cardinal and load it to a tool to perform 
data mining, statistical reporting, and program planning. 
 
These queries will be used by OHB only. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BA_CONTACT 
Navigator > Reporting Tools > Query > Query Viewer > V_BA_CNTCT_ADDR 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_CONTACT 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_EE_CLASS 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_GRP_DEPT 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_GRP_PLANTLC 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_GRP_PROF 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_HC_RATES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the V_ BA_Contact Query 
 

 
 
Screenshot of the V_ BA_Contact_Address Query 
 

 
 
Screenshot of the V_TLC_Contact Query 
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Screenshot of the V_TLC_EE_Class Query (Employee) 
 

 
 
Screenshot of the V_TLC_Group_Department Query 
 

 
 
Screenshot of the V_TLC_Group_Plan Query 
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Screenshot of the V_TLC_Group_Prof Query 
 

 
Screenshot of the V_TLC_HC_Rates Query (Health Care) 
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TLC Employer Data Sheet Queries 
V_TLC_BEN_DEFN_COST 
V_TLC_BEN_DEFN_OPTN 
V_TLC_BEN_DEFN_PGM 
V_TLC_BEN_DEFN_PLAN 
V_TLC_BN_RATE_DATA 
V_BN_ENROLL_DAYS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Six queries used by OHB to collect the TLC-entered employer health benefit offerings in order to 
update benefit plans, rates, and other configuration tables. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_COST 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_OPTN 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_PGM 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_PLAN 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_BN_RATE_DATA 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_ENROLL_DAYS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date fields is a required field.  
 
Screenshot of the TLC Query 4 – Ben Defn Cost 
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Screenshot of the TLC Query 3 – Ben Defn Optn 
 

 
 
Screenshot of the TLC Query 1 – Ben Defn Pgm 
 

 
 
Screenshot of the TLC Query 2 – Ben Defn Plan 
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Screenshot of the TLC Query 5 – BN Rate Data 
 

 
 
Screenshot of the TLC Query RBN332 – BN ENROLL DAYS 
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VRS Billing Detail Query 
V_VRS_BILLING_REPORT  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides the agency with both a summary of deductions taken and details on any 
discrepancies that exist on Virginia Retirement System (VRS) billing details. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_VRS_BILLING_REPORT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Year 
Month (Leave Blank for All) 
Emplid (Leave Blank for All) 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
The Year field is a required field. 
 
Screenshot of the VRS Billing Detail Query 
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Benefits Reports 
 
 
<This page is intended to be blank> 
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ACA Reconciliation Report (RBN218) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists individual health benefit information for agencies to validate prior to Affordable Care Act 
(ACA) reporting, containing a line for each participant and dependent with coverage in the calendar 
year.  
 
NAVIGATION PATH: 
Navigator > Benefits > ACA Annual Processing > ACA Preparation > ACA Reconciliation Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Department 
As of Date 
 

Excel 

Screenshot of the ACA Reconciliation Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Company field is a required field.  
 
Screenshot of the ACA Reconciliation Report   
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Base Benefit Consistency Audit Report (RBN304) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays data that has been entered into the benefit plan, employee data, dependent data, 
or enrollment data pages which does not appear to follow policy or regulations.  The identified items 
could simply require corrections to some data elements or could require enrollment changes. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Audits > Base Benefits Consistency Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

  PDF 
 
Screenshot of the Base Benefit Consistency Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
There are no required fields for this query 
 
Screenshot of the BAS Benefit Consistency Audit Report   
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BenAdmin Missing Elections Report (RBN045) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides information for participants who did not return enrollment statements or enroll in a 
plan.  Report includes sections for participants’ phone numbers. 
 
NAVIGATION PATH: 
Navigator > Benefits > Manage Automated Enrollment > Investigate Exceptions > Missing Elections Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID  PDF 
 
Screenshot of the BenAdmin Missing Elections Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
 
Screenshot of the BenAdmin Missing Elections Report   
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BenAdmin Preparation and Election Errors Report (RBN041) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report shows invalid benefit elections, by schedule and event, participants, and their dependents.  
Report includes errors, such as coverage over the maximum or under the minimum, invalid choices, 
failure to meet eligibility requirements, etc. 
 
NAVIGATION PATH: 
Navigator > Benefits > Manage Automated Enrollment > Investigate Exceptions > Invalid Elections Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID  PDF 
 
Screenshot of the BenAdmin Preparation and Election Errors Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the BenAdmin Preparation and Election Errors Report   
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Benefit Contribution Register Report (RBN055) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report summarizes benefit contributions made in payroll by employee and employer for Cardinal 
Payroll agencies. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Contributions and Deductions > Benefit Contribution Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Reporting Period  

PDF 

 
Screenshot of the Benefit Contribution Register Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
Reporting Period options are Month or Quarterly. 
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Screenshot of the Benefit Contribution Register Report (Quarterly) 
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Benefit Enrollment Changes Report (RBN287) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists all employees who enrolled in benefits or made changes to existing benefits within a 
specific date range.   
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Benefit Enrollment Changes 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Plan Type (s)  
Company (s) 

PDF 

 
Screenshot of the Benefit Enrollment Changes Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. At least one Plan Type must be selected. 
 



 
 

Rev 09/15/2021  Page 44 of 400 
  

Screenshot of the Benefit Enrollment Changes Report   
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Benefit Event Statistical Report (RBN295) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report summarizes counts of benefit events by election source (e.g., Benefits Administrator, self-
service, or none) within a specified period of time. 
 
NAVIGATION PATH: 
Navigator > Benefits > Manage Automated Enrollment > Review Processing Results > Benefit Event 
Statistical Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Event Date From 
Event Date To  

PDF 

 
Screenshot of the Benefit Event Statistical Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Event Date (From) and Event Date (To) field are required fields.  
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Screenshot of the Benefit Event Statistical Report   
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Benefit Event Status Report (RBN300) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists all participants in a particular process status or set of status levels. 
 
NAVIGATION PATH: 
Navigator > Benefits > Manage Automated Enrollment > Investigate Exceptions > Benefit Event Status 
Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID  
From Date 
To Date 
Event Status  
Display Message Date (checkbox) 
Process Status to Include (checkboxes) 

PDF 

 
Screenshot of the Benefit Event Status Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Benefit Event Status Report   
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Combined Virginia Campaign Deductions Report (RPY454) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a report of extract audits for semi-monthly outbound vendor file to Combined Virginia Campaign 
(CVC) deductions. Report is grouped by Non-paid Adjustment Amounts, Negative Amounts, all other 
Remittance File Detail amounts, and a summary of amounts by company.  
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > CVC Deduction Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Check Date 
To Check Date 
Run to CSV (checkbox) 
 

PDF 
CSV  

Screenshot of the Combined Virginia Campaign Deductions Report Run Control Page 
 

  
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date fields are required fields. 
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Screenshot of the Combined Virginia Campaign Deductions Report  
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Confirmation Statement (RBN037) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is a confirmation statement of the elections that the employee has selected for Health, FSA, 
and Premium Rewards.  Report lists the selected plans, costs, and dependents covered.   
 
NAVIGATION PATH: 
Benefits Administrator Tile > Review Employee Benefits > Review Employee Statements > Enter 
EMPLID > Click Right Arrow > Select Statement Type > Confirmation Statement 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Employee ID   PDF 
 
ADDITIONAL INFORMATION: 
Employee ID field is a required field.  
 
Screenshot of the Confirmation Statement Report   
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COBRA Audit Report (RBN171) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 

This report provides data about Consolidated Omnibus Budget Reconciliation Act (COBRA) 

participants. This report displays information on: Employees enrolled in Active and COBRA Health 
Coverage; Employee and Spouse (or other dependent) electing health benefits for the same 
Dependent ID; 
 
NAVIGATION PATH: 
Navigator > Benefits > Administer COBRA Benefits > Review Processing Results > Audit Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date  PDF 
 
Screenshot of the COBRA Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field. 
 
  



 
 

Rev 09/15/2021  Page 53 of 400 
  

Screenshot of the COBRA Audit Report  
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COBRA Enrollment Report (RBN168) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists all COBRA participants and their current elections, including coverage begin dates.   
 
NAVIGATION PATH: 
Navigator > Benefits > Administer COBRA Benefits > Review Processing Results > Enrollment Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
Thru Date 
Sort Report By  

PDF 

 
Screenshot of the COBRA Enrollment Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
 
Screenshot of the COBRA Enrollment Report  
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COBRA Event Summary Report (RBN168) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides data about COBRA beneficiaries at the Event Level. The report lists all employees 
to whom a COBRA event has occurred. The qualified status indicates whether the event is Qualified 
(QL), Not Qualified (NQ), Not qualified/duplicate (ND) or Qualify Error (QE). 
 
NAVIGATION PATH: 
Navigator > Benefits > Administer COBRA Benefits > Review Processing Results > Event Summary 
Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
Thru Date 
Sort Report By  

PDF 

 
Screenshot of the COBRA Event Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the COBRA Event Summary Report   
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COBRA Initial Letter (RBN190) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This letter is generated by OHB and distributed to employees via email with a link to Report offering COBRA 
coverage as the result of an initial qualifying COBRA event. 
 
NAVIGATION PATH: 
Navigator > Benefits > Administer COBRA Benefits > Manage Automated Participation > Create Initial 
Letter 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Reprint Letter (checkbox) 
‘Reprint’ Appears on Letters (checkbox) 
Reprint ID 

PDF 

 
Screenshot of the COBRA Initial Letter Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
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Screenshot of the COBRA Initial Letter  
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COBRA Secondary Letter (RBN191) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This letter is generated by OHB and distributed to employees via email with a link to Report offering 
COBRA coverage as the result of a secondary qualifying COBRA event. 
 
NAVIGATION PATH: 
Navigator > Benefits > Administer COBRA Benefits > Manage Automated Participation > Create 
Secondary Letter 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Reprint Letter (checkbox) 
‘Reprint’ Appears on Letters (checkbox) 
Reprint ID 

PDF 

 
Screenshot of the COBRA Secondary Letter Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
  



 
 

Rev 09/15/2021  Page 60 of 400 
  

Screenshot of the COBRA Secondary Letter  
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COBRA Termination Letter (RBN192) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This letter is generated by Cardinal and mailed to employees whose COBRA coverage has been 
involuntarily terminated. 
 
NAVIGATION PATH: 
Navigator > Benefits > Administer COBRA Benefits > Terminate COBRA Coverage > Create 
Termination Letter 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Start Date 
End Date 
Reprint Letter (checkbox) 
‘Reprint’ Appears on Letters (checkbox) 
Reprint ID 

PDF 

 
Screenshot of the COBRA Termination Letter Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the COBRA Termination Letter  
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Dependent Approval Report (RBN301) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees and associated dependents approaching an age-related milestone that 
requires health care enrollment changes to remain compliant with policy.  Report also identifies 
outstanding approvals for new dependents and disabled dependents that may need to be re-certified as 
disabled. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Audits > Dependent Approval Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company (Leave Blank for All) 
Report Type Parameter (checkboxes) 
  

PDF 

Screenshot of the Dependent Approval Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
A Report Type Parameter field is a required field.  
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Screenshot of the Dependent Approval Report   
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Dependent/Beneficiary Audit Report (RBN056, BEN734) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees not compliant with court-ordered dependent benefit coverage or minimum 
spousal coverage. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Audits > Court Ordered Coverage Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Plan Type (checkboxes) 
Audit Type  (checkboxes) 

PDF 

 
Screenshot of the Dependent/Beneficiary Rider Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the Dependent/Beneficiary Rider Audit Report   
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Dependent/Beneficiary Election Report (RBN048) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists all dependents, along with benefit elections made by the participant for the dependent.  
Report includes sections for the plan type and amount. 
 
NAVIGATION PATH: 
Navigator > Benefits > Manage Automated Enrollment > Participant Enrollment > Dep/Beneficiary 
Election Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID  PDF 
 
Screenshot of the Dependent/Beneficiary Election Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
 
  



 
 

Rev 09/15/2021  Page 68 of 400 
  

Screenshot of the Dependent/Beneficiary Election Report   
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Eligible Participants Report (RBN039) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report shows eligible participants by schedule and benefit program, employees who are eligible to 
participate in company benefit programs with details on plan and option eligibility. 
 
NAVIGATION PATH: 
Navigator > Benefits > Manage Automated Enrollment > Investigate Exceptions > Eligible Participants 
Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID  
Include Option Detail (checkbox)  

PDF 

 
Screenshot of the Eligible Participants Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the Eligible Participants Report   
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Employer Cash Match Error Report (RPY373) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees for whom the Employer Cash Match Enrollment program corrected the 457 
deferred compensation plan enrollment, hybrid voluntary plan or 403(b) annuity plan enrollment to 
comply with employer cash match rules.  Report also lists minimum contribution errors, which may 
require agency action to correct. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Employer Cash Match Error Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date  
Thru Date  
Company 

PDF 

 
Screenshot of the Employer Cash Match Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and Thru Date fields are required fields.  
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Screenshot of the Employer Cash Match Error Report   
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FBMC Upload Error Report (RHR147) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees on the semi-monthly Fringe Benefits Management Company (FBMC) 
Enrollment Data Upload file whose annuity or miscellaneous insurance changes were not loaded to 
Cardinal.  Report includes the applicable error/warning message and enrollment information necessary 
to allow manual entry into Cardinal. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > FBMC Upload Error Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Effective Date From  
Effective Date To 
State Payroll Office Totals (checkbox) 
Company  

PDF 

 
Screenshot of the FBMC Upload Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Effective Date from and Effective Date To fields are required fields.  
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Screenshot of the FBMC Upload Error Report   
 

   



 
 

Rev 09/15/2021  Page 75 of 400 
  

Flagged Participants Report (RBN050) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists benefit events that have had job or address eligibility information changes, events that 
have been processed out of sequence, and events that have been disconnected during processing.  
Report includes sections for each type of flag and displays the benefit event details as well as 
employee information. 
 
NAVIGATION PATH: 
Navigator > Benefits > Manage Automated Enrollment > Investigate Exceptions > Report On Flagged 
Items 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID  
From Date 
Thru Date 
Include Summary (checkbox) 
Flagged Reason(s) (checkboxes) 

PDF 

 
Screenshot of the Flagged Participants Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and Thru Date fields are required fields. Thru Date defaults to current day, but can be 
updated. 
At least one of the Report Participants Flagged for reason checkboxes is a required field. 
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Screenshot of the Flagged Participants Report   
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FSA Contribution Election Audit Report (RBN238) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees who make a midyear enrollment or midyear change to their Flexible 
Spending Account (FSA) annual election that could result in a suspension of their deduction, due to an 
Internal Revenue Service (IRS) calendar year limit.   
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Audits > FSA Contrib Election Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Enrollment As of Date  Excel 
 
Screenshot of the FSA Contribution Election Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Enrollment As of Date field is a required field.  
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Screenshot of the FSA Contribution Election Audit Report   
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Health Benefit Recon Exception Report (RHR070) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists all employees for whom a variance was identified between the expected health 
premium amounts, based on employee elections in Benefits, with the actual health premiums collected 
through Payroll.  Report also lists employees whose Health Premium Reward processed through 
Payroll does not match the Health Premium Reward enrollment in Benefits. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Health Benefit Recon Exception 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Year 
Month 
Business Unit 
 

PDF 

Screenshot of the Health Benefit Recon Exceptions Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Year and Month fields are required fields.  
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Screenshot of the Health Benefit Recon Exceptions Report   
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Health Plan Participants Report (RBN054) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists active health plan participants as of a specified date.  Report also displays Coverage 
Begin Date, Coverage End Date, and COBRA Event ID.   
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Participation > Health Plan Participants 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date  PDF 
 
Screenshot of the Health Plan Participants Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the Health Plan Participants Report   
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HMO Risk Equalization Report (RBN290) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report details the payment due to the suppliers, as well as the current enrollment by gender and 
age tier, for the current billing month.  This report is attached to the payment and sent to the supplier 
and this report identifies enrollment counts and total dollars owed for the current billing month. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Participation > HMO Risk Equalization 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Billing Date  
Vendor Selection (checkbox) 
Premium Rates 

PDF 

 
Screenshot of the HMO Risk Equalization Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Billing Date, Kaiser and Optima fields are required fields.  
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Screenshot of the HMO Risk Equalization Report   
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ICMA-RC Upload Error Report (RHR148) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees on the monthly International City/County Management Association (ICMA-
RC) Upload file whose deferred compensation changes were not loaded to Cardinal.  Report includes 
the applicable error/warning message and enrollment information necessary to allow manual entry into 
Cardinal. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > ICMA Upload Error Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Effective Date (1st Of The Month) 
State Payroll Office Totals (checkbox)  
Company 
 

PDF 

Screenshot of the ICMA-RC Upload Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Effective Date field is a required field.  
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Screenshot of the ICMA-RC Upload Error Report   
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Ineligible Participant Report (RBN051) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists all participants who are ineligible for any benefit program and their eligibility 
parameters, such as birth date and status.  Report includes sections for job eligibility data. 
 
NAVIGATION PATH: 
Navigator > Benefits > Manage Automated Enrollment > Investigate Exceptions > Ineligible Participants 
Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID  PDF 
 
Screenshot of the Ineligible Participant Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the Ineligible Participant Report   
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IRS 401a Maximum Compensation Report (RPY358) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists highly compensated employees (HCE) whose retirement contributions must stop when 
their annual creditable compensation reaches the IRS 401(a) limit in effect. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Audits > IRS 401a Max Comp Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

(none) PDF 
 
Screenshot of the IRS 401a Maximum Compensation Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
 
  



 
 

Rev 09/15/2021  Page 90 of 400 
  

Screenshot of the IRS 401a Maximum Compensation Report   
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Premium Rewards Audit Report (RBN063) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees whose health premium reward enrollment or additional pay amount require 
updating to align with their current health benefit enrollment.   
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Audits > Premium Rewards Audit Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Company  

PDF 

 
Screenshot of the Premium Rewards Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
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Screenshot of the Premium Rewards Audit Report  
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Section 415 Compliance Report (RBN144) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employee amounts either over or under the Section 415 limit.  Fields include Company, 
Employee ID, Effective Date, Special Accumulator, Benefit Program, Percent of Salary, Maximum 
Benefit Base, and Gross Amount Year-to-Date (YTD). 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Regulatory and Compliance > Section 415 Compliance 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
 

PDF 

Screenshot of the Section 415 Compliance Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
 
Screenshot of the Section 415 Compliance Report  
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Section 415 Noncompliance Report (RBN145) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees who have exceeded the Section 415 limits.   
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > Regulatory and Compliance > Section 415 Noncompliance 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
 

PDF 

Screenshot of the Section 415 Noncompliance Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
 
Screenshot of the Section 415 Noncompliance Report  
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VNAV Elections Upload Error Report (RHR149) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees on the semi-monthly VNAV (myVRSNavigator) Upload file whose retirement 
enrollment changes were not loaded to Cardinal.  Report includes the applicable error/warning 
message and enrollment information necessary to allow manual entry into Cardinal. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > VNAV Elections Upload Err Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Company 

PDF 

 
Screenshot of the VNAV Elections Upload Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the VNAV Elections Upload Error Report  
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VRS Billing Exceptions Report (RHR078) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays employee-level detail of the variances between Virginia Retirement System (VRS) 
billed amounts and those amounts collected through payroll. Agency benefits administrators and payroll 
processors use this report to validate the General Ledger (GL) adjustments automatically created and 
to correct employee retirement enrollment or premiums, as needed.   
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > VRS Billing Exceptions 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Employee 
Business Unit 
Benefit Plan (checkboxes) 
Month 
Calendar Year 

PDF 

 
Screenshot of the VRS Billing Exceptions Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Month and Calendar Year fields are required fields.  
Employee Search criteria is Empl ID. 
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Screenshot of the VRS Billing Exceptions Report  
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VRS Billing Summary Report (RHR079) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report compares the totals for the employee/employer contributions for Retirement, Virginia 
Sickness and Disability Program (VSDP), Group Life, Retiree Health Credit and Purchase Prior Service 
plans to the VRS billing file.  It is used to ensure the reconciliation of all contributions on a monthly 
basis. 
 
NAVIGATION PATH: 
Navigator > Benefits > Reports > VRS Billing Summary 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Month 
Year 

PDF 

 
Screenshot of the VRS Billing Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Month and Year fields are required fields.  
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Screenshot of the VRS Billing Summary Report  
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Human Resources Queries 
 
 
<This page is intended to be blank> 
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Active Written Agreement Query  
V_HR_ACTIVE_WRITTEN_AGREEMENTS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies employees with a written agreement for leave awards, bonuses, and other types 
recorded on the Rewards and Recognition page.    
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_ACTIVE_WRITTEN_AGREEMENTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Bus Unit (Leave Blank for All) 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Active Written Agreement Query 
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Cardinal HRPY Reconciliation Query 
V_HR_REW_PAY_RECON 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used to reconcile monetary rewards and recognitions (bonuses) awarded to the employee 
versus what is paid through Single Use Payroll Online Transactions (SPOT) and Addl Pay tools in 
Payroll. The report compares the sum of the rewards and recognition paid in Payroll (paid check) to the 
recorded sum on the rewards and recognition page in a given date range.  If the sums match, results 
do not display.  If the sums do not match, results display all transactional history for that employee.   
 
End users are Agency HR, Agency PY, and Department of Human Resource Management (DHRM). 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_REW_PAY_RECON 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department 
Employee ID 
From Date 
To Date 
 

HTML 
Excel 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
 
Screenshot of the Cardinal HRPY Reconciliation Query 
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Compensation Frequency Compare Query 
V_HR_COMP_FREQ_COMPARE 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query of job data is used to make sure compensation frequency values are correct.  It is used to 
identify active employees where Employee Type indicates Salary and the Compensation Frequency is 
not equal to semi-monthly.   
 
Agency HR Administrators and DHRM have access to this query. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_COMP_FREQ_COMPARE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Bus Unit (Leave Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
There are no required fields. 
 
Screenshot of the Compensation Frequency Compare Query 
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Disciplinary Actions Audit Query 
V_HR_DISC_ACTIONS_AUDIT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query details changes made on the Disciplinary Actions pages including deleted rows.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_DISC_ACTIONS_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Blank for All) 
Department (Blank for All) 
Employee ID (Blank for All) 
From Date 
To Date 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
 
Screenshot of the Disciplinary Actions Audit Query 
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Disciplinary Actions (Detailed) Query  
V_HR_DISC_ACTIONS_DETAIL 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists disciplinary actions along with relevant employee demographic data. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_DISC_ACTIONS_DETAIL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Blank for all) 
Department ID (Blank for all) 
Employee ID (Blank for all) 
From Date 
To Date 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
 
Screenshot of the Disciplinary Actions (Detailed) Query 
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Disciplinary Actions History Query  
V_HR_DISC_ACTIONS_HISTORY 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides disciplinary action history by employee.  Written notices are shown as active or 
inactive based on whether the expiration date has passed.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_DISC_ACTIONS_HISTORY 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Employee ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Employee ID field is a required field.  
 
Screenshot of the Disciplinary Actions History Query 
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EEO4 State and Local Government Listing Query  
V_HR_EEO4_STATE_AGENCY_LIST 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides an agency listing for the federally-required EEO-4 report (State and Local 
Government Report) due in September in odd-numbered years.  Report contains a list of the Virginia 
state agencies that were counted to build matrix file EEO4-FEDTOTS.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_EEO4_STATE_AGENCY_LIST 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

 (none) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
No input fields are required to generate this query.  
 
Screenshot of the EEO4 State and Local Government Listing Query 
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Employees with Temporary SSNs Query  
V_HR_TEMP_SSN 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This custom query is used to monitor employees with temporary social security numbers (SSN). In 
Cardinal, temporary SSNs begin with a 907 and were assigned by Virginia Retirement System (VRS) 
for salaried employees or by DHRM for hourly employees. The user can monitor and take action on 
SSNs that need updating.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_TEMP_SSN 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit  
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
There are no required fields for this query. 
 
Screenshot of the Employees with Temporary SSNs Query  
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EPR Certification Query  
V_HR_EPR_CERT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies which agencies have not certified the Employee Position Reports (EPR) process 
for the month.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_EPR_CERT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
No input fields are required to generate this query.  
 
Screenshot of the EPR Certification Query 
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Job Code Table Query  
V_HR_JOBCODE_SALARY 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists active job codes and related information including the date on which they are effective, 
and the associated salary Minimum and Maximum range.   
 
HR Administrators and DHRM Operations use this query as a reference tool of the Job Code Data 
Table. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_JOBCODE_SALARY  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Set ID HTML 
Excel 
XML 

ADDITIONAL INFORMATION: 
The Set ID field should always be ‘STATE’, not the agency Set ID. This field is a required field and 
cannot be left blank. 
 
Screenshot of the Job Code Table Query  
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Job Data Query / Query to Report Job Info 
V_HR_JOB_QUERY 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides job and employee demographic details by action and action reason over a period 
of time.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_JOB_QUERY  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of date 
Bus Unit (Leave Blank for All) 
Dept ID (Leave Blank for All) 
Action (Leave Blank for All) 
Reason (Leave Blank for All) 
Virginia Personnel Act (VPA) 
   Only (Leave Blank for All) 
Empl_Type (Leave Blank for All) 
Job Code (Leave Blank for All) 
SOC (Leave Blank for All) 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
As of date field is a required field.  
 
Screenshot of the Job Data Query 
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Screenshot of the Job Data Query (scrolled right) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



 
 

Rev 09/15/2021  Page 114 of 400 
  

Job Mass Update Query / Job Data Query (In Template Format)  
V_HR_JOB_MASS_DATA_CHANGE 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query extracts necessary data from Cardinal to populate the Excel template for a mass upload of 
job data updates.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_JOB_MASS_DATA_CHANGE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Unit 
Dept ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date field is a required field. 
 
Screenshot of the Job Mass Update Query  
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Multiple Active Jobs Query  
V_HR_MULT_JOBS_QRY 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists employees that have multiple active job records either in the same agency or different 
agencies (including employees on leave, layoff, or other active statuses).   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_MULT_JOBS_QRY 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Bus Unit (Leave Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
Screenshot of the Multiple Active Job Query 
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Performance Rating Query (In Template Format) 
V_HR_PERFORMANCE_RATING 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query extracts necessary data from Cardinal to populate the Excel template for a mass upload of 
performance ratings. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_PERFORMANCE_RATING 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Effective Date 
Rating Type 
Rating Cycle 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Effective Date, Rating Type and Rating Cycle fields are required fields.  
 
Screenshot of the Performance Rating Query 
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Performance Ratings Audit Query 
V_PERFORMANCE_RATINGS_AUDIT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query details changes made on the Performance Ratings page including deleted rows.  Results 
include performance ratings fields, user ID/user name of person who made the change, and the date 
the change was made.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PERFORMANCE_RATINGS_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department ID 
Employee ID 
From Date 
To Date 

Excel 
CSV 

 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
 
Screenshot of the Performance Ratings Audit Query 
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Personal Data Query  
V_HR_PERSONAL_DATA 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query displays personal data as of a specific date. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_PERSONAL_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Bus Unit (Leave Blank for All) 
Dept ID (Leave Blank for All) 
Emp Status ((Leave Blank for All) 
Empl Type (Leave Blank for All) 
VPA Only (Leave Blank for All) 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
As of Date field is a required field. 
 
Screenshot of the Personal Data Query  
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Position Data Information Query  
V_HR_POSITION_DATA 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides an extract of position data for Agency HR Administrators and DHRM Operations.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_POSITION_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Bus Unit (Leave Blank for All) 
Deptid (Leave Blank for All) 
Posn# (Leave Blank for All) 
Title (Leave Blank for All) 
Full/Part (Leave Blank for All) 
Pos Status (Leave Blank for All) 
Status (Leave Blank for All) 
Job Code (Leave Blank for All) 
Grade (Leave Blank for All) 
SOC (Leave Blank for All) 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
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Screenshot of the Position Data Information Query 
 

 
 
Screenshot of the Position Data Information Query (scrolled right) 
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Position Data Query (In Template Format) 
V_HR_POSITION_MASS_DATA_CHANGE 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query extracts necessary data from Cardinal to populate the Excel template for a mass upload of 
position updates.   
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_HR_POSITION_MASS_DATA_CHANGE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Bus Unit (Leave Blank for All) 
DEPTID (Leave Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date field is a required field.  
 
Screenshot of the Position Data Query 
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Screenshot of the Position Data Query (scrolled right) 
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Position Default Funding Query  
V_HR_POSN_DFLT_EMPL_DATA 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query pulls Position Default Funding (or Department if Position is not present) for incumbents, and 
includes the employee's pay rate (compensation).  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_POSN_DFLT_EMPL_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Business Unit (Blank for All) 
Department (Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date field is a required field.  
 
Screenshot of the Position Default Funding by Employee 
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Position Funding Query (In Template Format) 
V_HR_POS_FUNDING_MASS_LOAD 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query extracts necessary data from Cardinal to populate the Excel template for a mass upload of 
position funding changes.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_POS_FUNDING_MASS_LOAD 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
SETID (Leave Blank for All) 
DEPTID (Leave Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The As Of Date field is a required field. 
 
Screenshot of the Position Funding Query 
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Privatization Query  
V_HR_PRIVATIZED 
 
REVISED:  0/15/2021 
 
DESCRIPTION: 
This query identifies positions with the Privatization Flag checked within a given time period.  This 
query is for DHRM to monitor positions that have been privatized.  
 
NAVIGATION PATH: 
Navigator> Reporting Tools > Query Viewer - Search V_HR_PRIVATIZED 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Bus Unit (Leave Blank for All) 
As Of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field. 
 
Screenshot of the Privatization Query 
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Reward and Recognition Query (In Template Format) 
V_HR_REWARD_RECOGN_MASS_DATA 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query extracts necessary data from Cardinal to populate the Excel template for a mass upload of 
rewards and recognition.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_REWARD_RECOGN_MASS_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Business Unit (Blank for All) 
Department (Blank for All) 
Reward Type (Blank for all) 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
The As of Date field is a required field. 
 
Screenshot of the Reward and Recognition Query (In Template Format) 
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Salary Grade Query  
V_HR_SAL_GRADE 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides existing Salary Plan structures associated with the Agency Head Salary Plan as 
well as the Job Code min/max structures attached to the Faculty (FA) and Ungraded (UG) salary plans 
and alternate grades assigned at the agency level.  
 
NAVIGATION PATH: 
Navigator> Reporting Tools > Query Viewer > V_HR_SAL_GRADE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Set ID 
Salary Plan 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
There are no required fields for this query. 
 
Screenshot of the Salary Grade Query 
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Salary Grade/Step Query  
V_HR_SALARY_GRADE_STEP_QUERY 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides existing step structures within the agency. If access to multiple agencies, the table 
configuration values displays for all applicable Business units.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_SALARY_GRADE_STEP_QUERY 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Set ID (blank for all) 
Salary Plan (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
There are no required fields for this query. 
 
Screenshot of the Salary Grade/Step Query 
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Seniority Date Review Query  
V_HR_CMPNY_SENIORITY_DT_REVIEW) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query displays all users (User ID) that have a specific role.  Query identifies changes made to the 
seniority date or if the seniority date is missing. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_CMPNY_SENIORITY_DT_REVIEW 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department ID 
Employee ID 
From Date 
To Date 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
Business Unit, From Date and To Date fields are required fields.  
 
Screenshot of the Seniority Date Review Query 
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Terminated Employee Query for DGS 
V_HR_DGS_TERM_EMPLOYEES 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides Department of General Services (DGS) the ability to identify terminated employees 
to support the building security process.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_HR_DGS_TERM_EMPLOYEES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business (Blank for All) 
From Date 
To Date 

HTML 
Excel 

 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Terminated Employee Query for DGS 
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Human Resources Reports 
 
 
<This page is intended to be blank> 
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Action Reason Validation Report (RHR489) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report shows Job Data changes that are inconsistent with the definition of the action/action reason 
for classified employees only.  The report only shows rows where the defined field level criteria were 
not met.  
 
This Business Intelligence (BI) Publisher Report is used by Agency and Department of Human 
Resource Management (DHRM) HR staff to ensure actions comply with the Compensation Policy for 
Classified Employees.  
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Action Reason Validation Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
From Date 
To Date 
 

PDF 
 

Screenshot of the Action Reason Validation Report Run Control page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Action Reason Validation Report 
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Compensation Eligibility Report (RHR361) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report monitors eligibility for compensation changes.  The report displays three years of 
performance data and displays gross earnings and bonus balances for year to date.   
 
Agency and DHRM HR Subject Matter Experts (SMEs) and Managers use this report to validate 
eligibility for legislatively mandated and other compensation changes.  
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Compensation Eligibility Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
Department ID (Leave Blank for All) 
Employee ID  
Virginia Personnel Act (VPA) Only? (checkbox) 

Excel 

 
Screenshot of the Compensation Eligibility Report Run Control Page 
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Screenshot of the Compensation Eligibility Report 
 

 
 
Screenshot of the Compensation Eligibility Report (scrolled right) 
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Compensation Levels by Job Code and SOC Report (RHR427) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is used to analyze compensation levels detailed by Job Code, Standard Occupational 
Classification (SOC) Code, or both.  Once the compensation data is detailed by the desired code, the 
report displays the information by average, min, mid, median, max, and quartiles. 
 
The end users are Agency HR and DHRM HR Staff.   
 
NAVIGATION PATH: 
Navigator> Workforce Administration > Job Information > Reports > Comp Levels by Job Code & SOC  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave blank for all) 
As of Date 
Department (Leave blank for all) 
VPA Only (checkbox) 
Radio button for Code Level (Job Code, SOC 
Code, or Both) 
 

Excel 
 

Screenshot of the Compensation Levels by Job Code and SOC Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
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Screenshot of the Compensation Levels by Job Code and SOC Report 
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Compensation Transaction Summary Report (RHR292) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays compensation action frequency within a given time period.  The report captures pay 
compensation actions and displays the number of actions, Average Amount Awarded, and Average 
Percentage by Pay Reason. Results are for PAY-only compensation actions (e.g., Temp Pay, Special 
Pay).   
 
DHRM and Agency HR SMEs and Managers use this report to analyze compensation actions and 
averages by Job Code, Reason, etc. within a specified timeframe.  
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Compensation Transaction Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date  
To Date  
Business Unit (Leave Blank for All) 
Job Code (Leave Blank for All) 
Department (Leave Blank for All) 
SOC Code (Leave Blank for All) 
Grade (Leave Blank for All)   
VPA Only: (checkbox) 

PDF 

 
Screenshot of the Compensation Transaction Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date defaults to current day, but may be updated. 
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Screenshot of the Compensation Transaction Summary Report 
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COVA Personnel Actions History Report (RHR086) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a custom report listing all employees within a Business Unit affected by job actions that were 
entered by a user between the From and To date requested in the report parameters.   
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > COVA Personnel Actions History  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
Thru Date 
Show Components 
Company 
Actions 
 

CSV 
HTM 
PDF 

Screenshot of the COVA Personnel Actions History Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Select Actions to display on the report. 
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Screenshot of the COVA Personnel Actions History Report 
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Demotions with Salary Increase Report (RHR491) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This audit report shows intra-agency and inter-agency demotions (reductions in grade) with salary 
increases for classified employees only.  The report displays relevant field level change information.  
 
This BI Publisher report is used by Agency and DHRM HR staff to ensure Compensation Pay actions 
comply with the Compensation Policy for Classified Employees.   
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Demotions with Salary Increase  
 
INPUT / SEARCH CRITERIA OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
From Date 
To Date 
 

PDF 
 

Screenshot of the Demotions with Salary Increase Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
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Screenshot of the Demotions with Salary Increase Report 
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Disciplinary Actions Summary Report (RHR248) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report summarizes counts of disciplinary actions by Business Unit and by Department.  Report 
includes percent of employees with disciplinary actions by type and by Department, and also rolls up by 
agency and statewide for DHRM use. 
 
This report includes sensitive information, and therefore, access to generate this report is limited to 
specific user roles.  
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Labor Administration > Reports > Disciplinary Actions 
Summary  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave blank for all)  
From Date  
To Date 

PDF* 

 
Screenshot of the Disciplinary Actions Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
*Select XLS format on the Process Scheduler Request and the Report Output display in PDF. 
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Screenshot of the Disciplinary Actions Summary Report 
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EEO Data Reports (RHR198) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Equal Employment Opportunity (EEO) report displays counts and percentages of the employee 
population based on selected data prompts.   
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Workforce Reports > EEO Data Reports 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

VPA Only (checkbox) 
Report Selection (checkbox) 
As of Date 
Business Unit 
Job Code 
SOC Code 
 

HTML 
Excel 
CSV 

Screenshot of the EEO Data Reports Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field. 
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Screenshot of the EEO Data Report 
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Employee Data Change Audit Report (RHR002) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays relevant Person and Job Data fields that were changed within a date range to 
review and ensure there are no HR transactional or pay discrepancies.  The report includes the 
employee’s name, ID, and the details of the change to the fields.   
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Employee Data Change Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date   
End Date  
Business Unit  
 

CSV 
HTM 
PDF 

Screenshot of the Employee Data Change Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  If the Business Unit field is left blank, the report 
displays all business units the user has access to. 
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Screenshot of the Employee Data Change Audit Report  
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Employee Data Upload Error Report (RHR005) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This custom error report provides details regarding errors for agencies who are interfacing employee 
demographic (HR003) information. This report should be reviewed and errors addressed quickly in 
order to minimize corrections requests, which require Cardinal Post Production Support (PPS) tickets 
through the VITA Customer Care Center (VCCC).  
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Employee Data Upload Error Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Output to File Server (checkbox)) 
Tree Name BU_HR003_EXT 
How Specified Detail – Selected Parents 
 

PDF 

Screenshot of the Employee Data Upload Error Report Run Control Page 
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ADDITIONAL INFORMATION: 
Output to File Server checkbox to only be used by Batch user. 
From Date and To Date fields are required fields.   
 
Tree Name and How Specified fields are also required fields.  The Tree Node Selector section 
populates after the required fields are entered and the Tree icon is selected.  Expanding the Tree and 
selecting the desired business unit (BU) populates the Select Value/Nodes section.  Tree nodes are 
built with all of the agencies and their respective departments. They are applied in different forms to 
include or exclude data.  
 
Screenshot of the Employee Data Upload Error Report 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Rev 09/15/2021  Page 152 of 400 
  

Employee Disability and Veteran Status Report (RHR294) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report captures the employee Disability Status, Veteran Status, Employee Type, Handicap Codes, 
counts by category, and percentage of population in summary format.   
 
DHRM and Agency HR Managers/SMEs use this report to examine agency veteran and disability 
statistics and details. This report includes sensitive information, and therefore, access to generate this 
report is limited to specific user roles. 
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Disability and Veteran Status  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
As of Date   
VPA only (checkbox)  
Report Level (Detail or Summary)  
 

PDF 
 
 

Screenshot of the Employee Disability and Veteran Status Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
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Screenshot of the Employee Disability and Veteran Status Report 
 

   



 
 

Rev 09/15/2021  Page 154 of 400 
  

Employee Position Summary Report (RHR019) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is designed to meet the legislative requirement of providing manpower levels to the 
Governor, General Assembly (GA), and Department of Planning and Budgets (DPB) in accordance with 
the Legislation and Virginia Personnel Act (VPA). This report options are company summary or 
employee detailed levels. The report provides Full-Time Equivalent (FTE) count and type of funding 
source, based on available hours in a calendar month. Both Finance and HR staff use this report.  
 
NAVIGATION PATH: 
Navigator > Organizational Development > Position Management> Position Reports > Position 
Summary Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Report Type (Detailed or Summary) 
Business Unit 
Job Code 
Department 
SOC Code 
Pos Status 
Sal Plan 
Pos EFF Status 
Grade 

PDF 
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Screenshot of Employee Position Summary Report Run Control Page. 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field. 
 
Screenshot of the Employee Position Summary Report 
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Employee Turnover Analysis (RHR422) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays employee turnover data, at detailed or summary level, by counts and percentages, 
during a specified date range.   End users are Agency HR and DHRM.  
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Workforce Reports > Employee Turnover Analysis  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
Department (Leave Blank for All) 
From Date 
To Date 
Totals By (checkbox) 
 

Excel 
 

Screenshot of the Employee Turnover Analysis Report Run Control Page. 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  Selection of an option to Total By Job Code, 
Employee Class or Years of Service is also required. 
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Screenshot of the Employee Turnover Analysis Report 
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EPR Full Time Equivalent Totals by Agency Report (RHR398) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is an Employee Position Report (EPR) headcount report that displays a table of headcounts 
by agency and sums these values in totals by categories.  This report displays totals for all business 
units based on Salary/Wage, Non-Faculty/Faculty, General Funded/Non-General Funded, and 
Restricted/Non-Restricted.  End Users are DHRM and Agency HR.   
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Workforce Reports > EPR FTE Totals by Agency  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date Excel 
 

Screenshot of the EPR Full Time Equivalent Totals by Agency Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field defaults to current day but can be updated. 

In order to review results, user must click on Report Manager after running the report and refreshing to 
success. 
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Screenshot of the EPR Full Time Equivalent Totals by Agency Report 
 

 
 
 
Screenshot of the EPR Full Time Equivalent Totals by Agency Report (scrolled right) 
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EPR Full Time Equivalent Trend by Agency Report (RHR397) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Employee Position Report (EPR) provides a Full Time Equivalent (FTE) Historical Trend by 
Agency table over a historical time period.  This headcount report displays the total FTE by agency and 
month excluding wage employees (salary employees only) in tabular format.  
 
Report used by DHRM, and Agency HR SMEs and Managers.    
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Workforce Reports > EPR FTE Trend by Agency  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date  
To Date 

Excel 
 

 
Screenshot of the EPR FTE Trend by Agency Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the EPR Report - Full Time Equivalent Trend by Agency 
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EPR Monthly Employment Data Report (RHR305)  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This EPR report displays headcount of FTE data for a specific month.  Two Excel tables are generated.  
Table 1 displays Executive Department Salaried Employees FTE employment data listed by Cabinet 
Secretariat.  Table 2 displays FTE employment data based on branch of government (Executive, 
Legislative, Judicial, and Independent) for Salaried and Temporary (wage) employees.   
 
Report is used by DHRM, Agency HR Managers and Agency HR SMEs.    
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Workforce Reports > EPR Monthly Employment Data  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Prior Administration End Date (End of Month 
Only) 
As Of Date (End of Month Only) 

Excel 

 
Screenshot of the EPR Monthly Employment Data Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Prior Administration End Date and As of Date fields are required fields.   
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Screenshot of the EPR Monthly Employment Data Report Table One 
 

 
 
 
Screenshot of the EPR Monthly Employment Data Report Table Two 
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Exceptional Transfer Report (RHR349) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report monitors transfers from non-covered positions to covered positions under the Virginia 
Personnel Act.  This is a DHRM only report.  
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Exceptional Transfer Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for all)  
From Date  
To Date   

PDF 

 
Screenshot of the Exceptional Transfer Report Run Control Page 
 

  
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Exceptional Transfer Report   
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HR Activity Report (RHR223) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report generates a one page change document for either Personal or Job transactions. This report 
is printable to be filed in the employee personnel file upon completion of Job or Personal Data 
transactions made. Report validates changes to employee personal and job data (e.g., Job change, 
Salary Change, Marital Status change, Address change, employee Standard Hours change).   
 
Only HR Administrators who key transactions need access.   This report should be generated and used 
when a reviewer signs off on validation of completed transactions prior to filing in personnel file with 
supporting documentation.  This report includes sensitive information, and therefore, access to 
generate this report is limited to specific user roles. 
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Employee Activity Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Employee ID  
Employee Record Number  
Effective Date  
Effective Sequence  
‘Personal’ or ‘Job Change’ (radio button) 

PDF 

 
Screenshot of the HR Activity Report Run Control Page 
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ADDITIONAL INFORMATION: 
Employee Record field and Effective Sequence field default to “0”, but can be updated.  Employee 
ID, Employee Record, Effective Date and Effective Sequence fields are all required fields. Personal 
Change or Job Change radio button must be selected.  
 
Screenshot of the HR Activity Report 
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Incumbent History Report (RHR461I) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Incumbent History Report contains compensation components and displays incumbent and 
compensation data. 
 
NAVIGATION PATH: 
Navigator > Organizational Development > Position Management > Position Reports > Incumbent 
History 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Position Number 
Show Components (checkbox) 
 

Excel  

Screenshot of the Incumbent History Report Run Control Page 
 

  
 
ADDITIONAL INFORMATION: 
Position Number field is a required field.   
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Screenshot of the Incumbent History Report 
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Job Group Diversity Analysis (RHR293) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides an analysis of the makeup of your workforce by job groups or job functions within 
each establishment.  These totals are further detailed by ethnicity and gender, and furthermore by 
ethnicity within each gender.   
 
DHRM, Agency HR Managers and Agency HR SMEs use this report to examine job groupings in 
relation to company structure.  This report includes sensitive information, and therefore, access to 
generate this report is limited to specific user roles. 
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Workforce Reports > Job Group Diversity Analysis  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date   
Job Category (Job Function or Job Code) 
Business Unit (Leave Blank for All)   
Department (Leave Blank for All)   
VPA only (checkbox) 

Excel 

 
Screenshot of the Job Group Diversity Analysis Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field defaults to current day but may be updated.  
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Screenshot of the Job Group Diversity Analysis Report 
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Job Group Diversity Analysis- New Hires (RHR503) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a custom report of new hires by Secretariat and the occupational group/job function to examine 
job groupings in relation to company structure.  Report provides totals by ethnicity, by gender, and by 
ethnicity within gender.   
 
This report is used by Agency and DHRM HR Analysts, SMEs, and Managers.  Parameters include 
VPA and Run by Secretariat. VPA governs promotions and appointment based on merit and fitness, 
and Secretariat is the office responsible for the administrative affairs of a legislative body executive 
council. 
 
NAVIGATION PATH: 
Navigator> Workforce Administration > Workforce Reports > Job Group Diversity – New Hire  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date  
Business Unit (Leave Blank for All) 
Secretariat (Leave Blank for All) 
VPA Only (checkbox) 
 

PDF 
 

Screenshot of the Job Group Diversity Analysis- New Hires Report Run Control Page  
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  



 
 

Rev 09/15/2021  Page 173 of 400 
  

Screenshot of the Job Group Diversity Analysis -New Hires Report 
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Leave of Absence Report (RHR205) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a custom report run at the summary or detail level and used to monitor employees on paid and 
unpaid leave. Report summary displays counts of employees on leave of absence by Action/Action 
Reason, percentage of population, and average leave duration.  Report includes percentages of 
employees by leave type and by Department that roll up to Detail report list of employees on leave.   
 
Report is used by payroll and HR who are responsible for managing leave data.  
 
NAVIGATION PATH: 
Navigator > Workforce Administration> Job Information > Reports > Leave of Absence Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date  
To Date  
VPA Only (checkbox)  
Business Unit  
Department   
Action  
Reason Code 
Report Type (Summary or Detail) 
 

Excel 

Screenshot of Leave of Absence Report Run Control Page 
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ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
 
Screenshot of the Leave of Absence Report – Summary Report 
 

 
 
Screenshot of the Leave of Absence Report – Detail Report 
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Performance Ratings Detail & Summary Reports (RHR265) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays performance ratings available at summary or detail level.  Summary provides 
counts and percentages of employee ratings. Detailed report provides employee names, ID, EEO 
codes, rating, effective date, re-evaluation date and status.   
 
This report is used by agencies and DHRM to determine outstanding ratings and re-evaluation 
statuses, as well as EEO analysis. This report includes sensitive information, and therefore, access to 
generate this report is limited to specific user roles. 
 
NAVIGATION PATH: 
Navigator > Workforce Development > Performance Management > Reports > Performance Rating 
Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Effective Date  
Report Type (Detail or Summary)   
Business Unit 
Department  
Department Detail 
Department Detail (checkbox) 
Rating Type 
 

PDF 

Screenshot of the Performance Ratings Detail & Summary Reports Run Control Page 
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ADDITIONAL INFORMATION: 
Effective Date field is a required field.  Business Unit and Department fields are optional fields; leave 
Blank for all results. 
 
Screenshot of the Performance Ratings Detail Report 
 

 
 
Screenshot of the Performance Ratings Summary Report 
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Person Data Changes Report (RHR501)    
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a custom report to capture all personal data changes within a range of dates.  The report 
displays the field that was changed, the date the change was made, who made the change, the old 
value, and the new value.  
 
This BI Publisher report is used by Payroll, Benefit (BN), and HR Administrators to audit and validate 
personal data changes that impact downstream processes.  
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Workforce Reports > Person Data Changes Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
From Date 
To Date 
 

PDF 
 

Screenshot of the Person Data Changes Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Person Data Changes Report 
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Position Data Upload Error Report (RHR041) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a report to be used by interfacing agencies only.  This custom report displays errors for agencies 
who are interfacing position data (HR006). This error report should be reviewed by interfacing agencies 
regularly to address and correct errors online timely.   
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Position Data Upload Error  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date   
To Date 
Output to File Server (checkbox)  
Tree Name BU_HR006_INTIN 
How Specified Detail  Selected Parents 

PDF 
 

 
Screenshot of the Position Data Upload Error Report Run Control Page 
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ADDITIONAL INFORMATION: 
Output to File Server checkbox to only be used by Batch user. 
From Date and To Date fields are required fields.   
 
Tree Name and How Specified fields are also required fields.  The Tree Node Selector section 
populates after the required fields are entered and the Tree icon is selected.  Expanding the Tree and 
selecting the desired BU populates the Select Value/Nodes section.  Tree nodes are built with all of 
the agencies and their respective departments. They are applied in different forms to include or exclude 
data.  
 
Screenshot of the Position Data Upload Error Report 
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Position History Report (RHR461H)  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report shows position history details for active and inactive positions. This report displays all 
relevant position fields and position sibling information requested by the run control parameters.   
 
This report is used by DHRM and Agency HR.   
 
NAVIGATION PATH: 
Navigator > Organizational Development > Position Management > Position Reports > Position History 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Position Number 
 

CSV  
 

Screenshot of the Position History Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Position Number field is a required field. Report output only available in CSV format. 
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Screenshot of the Position History Report 
 

 
 
Screenshot of the Position History Report (scrolled right) 
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Position Summary Report (RHR471) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays specific position details and summarize position data including position counts and 
percentage of population’s filled positions by Business Unit and Department and average vacancy rate.    
 
This report is used by Agency HR and DHRM Analysts and Managers.  
 
NAVIGATION PATH: 
Navigator> Organizational Development > Position Management > Position Reports > Position 
Summary Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Report Type (Detailed or Summary) 
Business Unit (Leave Blank for All) 
Job Code (Leave Blank for All) 
Department (Leave Blank for All) 
SOC Code (Leave Blank for All) 
Pos Status (Leave Blank for All) 
Sal Plan (Leave Blank for All) 
Pos EFF Status (Leave Blank for All) 
Grade (Leave Blank for All) 
 

PDF 
 

Screenshot of the Position Summary Report Run Control Page 
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ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
Screenshot of the Position Summary Report 
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Reward and Recognition Compliance Report (RHR490) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report audits the Rewards and Recognition page entries by applying edits (e.g., lifetime max, fiscal 
year limits, occurrence limit, and referral bonus limit) for classified employees only.  This report displays 
transactions logged on the Rewards and Recognition page that are outside of policy defined 
compliance criteria with supporting field level detail (e.g., effective date, agency, employee, reason 
code, amount, and written agreement expiration).   
 
This BI Publisher report is used by Agency and DHRM HR staff to ensure Bonus and Leave Actions 
comply with DHRM Policy for all classified employees.  
 
NAVIGATION PATH: 
Navigator > Workforce Development > Rwd and Recogn Compliance Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
Reward Type (Leave or Monetary) 
Fiscal/Leave Year 
 

Excel 
 

Screenshot of the Reward and Recognition Compliance Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Fiscal/Leave year field is a required field.   
 
  



 
 

Rev 09/15/2021  Page 187 of 400 
  

Screenshot of the Reward and Recognition Compliance Report (Monetary Reward) 
 

 
 
 
Screenshot of the Reward and Recognition Compliance Report (Leave Reward) 
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Reward and Recognition Leave Report (RHR280) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays leave award options of summary or detail from Reward and Recognition pages as 
well as from Cardinal Absence Management.  Summary also displays leave award totals, percentage of 
population, and average amounts granted.  
 
Report is used by DHRM, Agency HR Analysts, Agency HR Managers and by Payroll to validate and 
audit exceptional and recognition leave and bonus award payments, and audit SPOT payments.   
 
NAVIGATION PATH: 
Navigator > Workforce Development > Rwd and Recogn Leave Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date  
To Date  
Business Unit (Leave Blank for All)  
Department (Leave Blank for All)  
Report Type (Summary or Detail) 
Absence Mgmt Agency? (Yes or No) 
VPA Only (Yes or No or Both) 
  

Excel 

Screenshot of the Reward and Recognition Leave Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
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From Date and To Date fields are required fields.  
Screenshot of the Rewards and Recognition Leave Report (Detail Report) 
 

 
 
Screenshot of the Rewards and Recognition Leave Report (Summary Report) 
 

 
 
 
 



 
 

Rev 09/15/2021  Page 190 of 400 
  

Salary Above and Below Pay Grade Report (RHR177) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a custom report listing employees with a salary above or below the pay grade maximum or 
minimum.   
 
This report is used by Agency Compensation Managers, HR Managers and DHRM to audit VPA 
employee Salary Grades.  
 
NAVIGATION PATH: 
Navigator > Compensation > Base Compensation > Salary Plan Reports > Salary Pay Grade Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
Department ID (Leave Blank for All) 
Report Type (checkbox) 

CSV 
PDF 

 
Screenshot of the Salary Above and Below Pay Grade Report Run Control Page. 
 

 
 
ADDITIONAL INFORMATION: 
If the Business Unit and/or Department ID fields are left blank, the report displays all business units 
and departments the user has access to.  Run Control includes radio buttons to select Report Type 
(Above Maximum, Below Minimum, and Both Reports).  
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Screenshot of the Salary Above and Below Pay Grade Report. 
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Salary Grade/Step Components Table (PER706B) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays Salary Plan/Grade/Step by SETID based on components applicable configuration 
tables at the time the report is run.   
 
NAVIGATION PATH: 
Navigator > Compensation > Base Compensation > Salary Plan Reports > Salary Grade/Step 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Show Components (checkbox) 
 

CSV  
HTM 
PDF 
 

Screenshot of the Salary Grade/Step Components Table Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report may be run with or without the Show Components checkbox checked. . 
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Screenshot of the Salary Grade/Step Components Table 
 

 
 
Screenshot of the Salary Grade/Step Components Table (Show Components) 
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Salary Grade Table Report (PER706A) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This BI Publisher report displays Salary Plan and Grade table data.   
 
NAVIGATION PATH: 
Navigator > Compensation > Base Compensation > Salary Plan Reports > Salary Grade 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

(No input required) 
 

PDF 
 

Screenshot of the Salary Grade Table Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
In order to review results, user must click on Report Manager after running the report and refreshing to 
success. 
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Screenshot of the Salary Grade Table Report 
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Salary Structure Report (CMP001) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays Salary Grade Structures by SET ID.   
 
NAVIGATION PATH: 
Navigator > Compensation > Base Compensation > Salary Plan Reports > Salary Structure  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
 

CSV 
HTM 
PDF 
 

Screenshot of the Salary Structure Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Defaults to current day if As Of Date field is left blank. 
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Screenshot of the Salary Structure Report 
 

 



 
 

Rev 09/15/2021  Page 198 of 400 
  

Separation Report (including Layoff Details) (RHR423) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays separation details for a specified period of time.   
 
End users for this report are Agency HR and DHRM.  
 
NAVIGATION PATH: 
Navigator> Workforce Administration > Workforce Reports > Separation Detail Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
From Date 
To Date 
 

PDF 
 

Screenshot of the Separation Report (Details) Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Separation Report 
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Statewide Report for Veteran’s Services (RHR394) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays veterans that were hired or rehired into an agency for use by Veterans Services.  
 
The end users are DHRM, Agency HR SMEs, HR Managers, and Department of Veterans Services 
(DVS).  
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Workforce Reports > Reports > Veteran’s Services Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Quarter End Date 
VPA Only (checkbox)  
Business Unit 

PDF 

 
Screenshot of the Statewide Report for Veteran’s Services Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As Of Quarter End Date field is a required field.  
 
 
  



 
 

Rev 09/15/2021  Page 201 of 400 
  

Screenshot of the Statewide Report for Veterans Services 
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Transfer Report (RHR447) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is used to monitor intra-agency and inter-agency transfers.   
 
The end users are Agency HR and DHRM.  
 
NAVIGATION PATH: 
Navigator> Workforce Administration > Job Information > Reports > Transfer Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Intra Agency, Inter Agency or Both 
 

Excel 
 

Screenshot of the Transfer Report Run Control page. 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Transfer Report 
 

 
 
Screenshot of the Transfer Report (scrolled right) 
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Years of Service Report (RHR475) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists workers and their approaching years of service milestones as of the date specified and 
can serve as a reminder of workers who are eligible for vested benefit plans or service recognition 
awards.   
 
NAVIGATION PATH: 
Navigator > Workforce Administration > Job Information > Reports > Years of Service  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Business Unit (Leave Blank for All) 
Department (Leave Blank for All) 
 

Excel 
 

Screenshot of the Years of Service Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field and defaults to current day but can be updated.  
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Screenshot of the Years of Service Report 
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Payroll Queries 
 
 
<This page is intended to be blank> 
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Audit Report for Pay Deduction Query  
V_PY_PAYSHEET_AUDIT_DED_BEN 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query will be used by State Payroll Operations (SPO) and authorized agency staff to audit 
manually keyed online change to Paysheets for Pay Deductions. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_PAYSHEET_AUDIT_DED_BEN 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Audit Report for Pay Deduction Query 
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Audit Report for Pay Earnings Query  
V_PY_PAYSHEET_AUDIT_PAYEARN 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query will be used by SPO and authorized agency staff to audit manually keyed online change to 
Paysheets from Pay Earnings. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_PAYSHEET_AUDIT_PAYEARN 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Audit Report for Pay Earnings Query 
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Audit Report for Pay Garnishment Query  
V_PY_ PAYSHEET_AUDIT_PAYGARN 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query will be used by SPO and authorized agency staff to audit manually keyed online change to 
Paysheets from Pay Garnishments. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_ PAYSHEET_AUDIT_PAYGARN 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Audit Report of Pay Garnishment Query 
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Audit Report for Pay Other Earnings Query  
V_PY_PAYSHEET_AUDIT_PAYOTHR 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query will be used by SPO and authorized agency staff to audit manually keyed online change to 
Paysheets from Pay Other Earnings. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_PAYSHEET_AUDIT_PAYOTHR 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Audit Report for Pay Other Earnings Query 
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Audit Report for Pay Tax Query  
V_PY_ PAYSHEET_AUDIT_PAYTAX 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query will be used by SPO and authorized agency staff to audit manually keyed online change to 
Paysheets from Pay Tax. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_ PAYSHEET_AUDIT_PAYTAX 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Audit Report for Pay Tax Query 
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Child Support Garnishment without Administrative Fee  
V_PY_CHILD SUPT_NO ADMIN_FEES 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists all employees having active Child Support deductions with no Administrative Fee 
established on Garnishment Specification page. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_CHILD SUPT_NO ADMIN_FEES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Child Support Garnishment without Administrative Fee Query 
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Direct Deposit to Goal Query  
V _PY_DIR_DEP_GOAL 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
A query by agency of Virginia Credit Union (VACU) direct deposits from Pay Distribution against the 
goal balance for that employee (using account/routing number). 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V _PY_DIR_DEP_GOAL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
As Of Date 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field.  

 
Screenshot of the Direct Deposit to Goal Query 
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Employees Not FUT Exempt Query  
V_PY_UNEMPLOYMENT_TAX 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies employees that are not exempt from Federal Unemployment Tax (FUT) and are 
exempt from State Unemployment Tax (SUT). If employees do show up on this report, then a payroll 
administrator must correct the employee’s tax data.  
 
Employees for Whom:  
"Exempt from FUT" is not checked on the Federal Tax Data page.  
"Exempt from SUT" is checked on the State Tax Data page. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_UNEMPLOYMENT_TAX 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Employees Not FUT Exempt Query 
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Employees with FICA Exempt Query (PY232) 
V_PY_EE_FICA_TAX_EXEMPT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies all the employees by Company with a Federal Insurance Contributions Act (FICA) 
status that is set to “Exempt”. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_EE_FICA_TAX_EXEMPT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Employees with FICA Exempt Query 
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Employees with Multiple Open Payrolls Query 
V_PY_UNCHECK_OK_TO_PAY 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query shows employees with multiple jobs in concurrent pay runs where the 'OK to Pay’ has been 
unchecked on one pay run to prevent errors while confirming the second pay run. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_UNCHECK_OK_TO_PAY 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

 HTML 
Excel 
 

ADDITIONAL INFORMATION: 
There are no required fields.  

 
Screenshot of the Employees with multiple Open Payrolls Query 
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Employees with Negative Balances Query (PY499) 
V_PY_NEGATIVE_BAL 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query can be run ad-hoc by authorized agency and SPO users that will display employees that 
have negative Calendar year (CY) balances for earnings or deductions. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_NEGATIVE_BAL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Calendar Year 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Calendar Year field is a required field. 
 
Screenshot of the Employees with Negative Balances Query 
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Employees with No Net Balance DD Query  
V_PY_EMPL_NO_NET_DD 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies employees that have a fixed direct deposit (DD) amount and the balance is set to a 
check. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_EMPL_NO_NET_DD 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 

 
Screenshot of the Employees with No Net Balance DD Query 
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Employees with State and Federal Tax Status Query  
V_EE_INCOME_TAX_EXEMPT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies employees for whom State Income Tax (SIT) and Federal Income Tax (FIT) status 
are set to "do not calculate wages and do not take taxes”. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_EE_INCOME_TAX_EXEMPT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Company field is a required field. 
 
Screenshot of the Employees with State and Federal Tax Status Query 
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Fiscal Year-to-Date Cost Report for Optional Retirement Plans Query  
V_PY_YTD_COST_ORPS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query reports company Fiscal Year total employee contributions and Fiscal Year total employer 
contributions to Optional Retirement Plans and the VRS Hybrid Plan during the fiscal year.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer >V_PY_YTD_COST_ORPS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Plan Year 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Plan Year field is a required field. The CSV output can be opened in Excel. 

 
Screenshot of the Fiscal Year-to-Date Cost Report for Optional Retirement Plans Query  
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Payroll Calendar Status Query  
V_PY_CALENDAR 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query prompts for a Pay Run ID and then displays the status of the payroll run.  The query shows 
all the agencies (company) and what processes have run along with the number of checks.  This query 
helps confirm that processes completed successfully for all agencies.   
 
SPO will use this query to confirm successful completion of each step prior to running the next step in 
the process. Before moving on to the next step all companies should have confirmed = ‘Y’. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_CALENDAR 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
Screenshot of the Payroll Calendar Status Query 
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Payroll Error Messages Query  
V_PY_MESSAGES  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides a list of the system error messages generated during the Payroll process. Use this 
query to analyze and resolve payroll problems before the Pay Confirmation process. 
 
Payroll Error Messages – All is used by SPO only. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_MESSAGES  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
Screenshot of the Payroll Error Messages Query 
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Paysheets to add for SPOT Query  
 

V_PY_PAYSHEETS_TO_ADD_SPOT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query will identify Single Use Payroll Online Transactions (SPOT) transactions for employees 
terminated or transferred with SPOT transactions that still need to load to payroll. This query shows all 
the paysheet transactions not loaded to payroll within 45 days of the pay period end date for employees 
in those company/paygroups who do not have a paysheet. 
 
SPO and agencies use this query to see what SPOT transaction have not currently been loaded to 
payroll. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_PAYSHEETS_TO_ADD_SPOT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
Screenshot of the Paysheets to add for SPOT Query 
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Paysheets to add for TL Query 
V_PY_PAYSHEETS_TO_ADD_TL 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query shows all the time rejected by payroll within 30 days of the pay period end date for 
employees in those companies who do not have a paysheet with pending Time and Labor (TL) 
transactions. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_PAYSHEETS_TO_ADD_TL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
Screenshot of the Paysheets to add for TL Query 
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Paysheets without Paychecks Query  
V_PY_ MISSING_PAYCHECKS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query shows all paysheets that do not have associated paychecks.  Shows if no time or earnings 
were loaded to the paysheet or if there was a payroll error. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_ MISSING_PAYCHECKS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
Screenshot of the Paysheets without Paychecks Query  
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Reset VA-4 Exempt Employees Query 
V_PY_RESET_VA4_EXEMPT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory query Identifies employees claiming a full exemption from Virginia Income tax 
withholding which has expired or which is about to expire at the end of the current year.   
 
This query will enable agency payroll processors to notify affected employees of the expiration and the 
need to submit a new form.  This query does not reset the tax records as that is done manually by the 
Payroll office.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_Reset_VA4_Exempt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Expiration Date 
Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Expiration Date field is a required field.  
 
Screenshot of the Reset VA-4 Exempt Employees Query 
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SPOT Online Query  
V_PY_SPOT_TRANS_RPT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies Single Use Payroll Online Transactions (SPOT) transactions for a pay period by 
status. Query shows Transaction Status and Batch status.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_SPOT_TRANS_RPT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Paygroup 
Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
Screenshot of the SPOT Online Query  
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Tax Details by Paygroup Query 
V_PY_TAX_DETAILS_BY_PYGRP 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
A query of Virginia Department of Transportation (VDOT) Tax totals by paygroup from pay check data 
for reconciliation of tax reports by paygroup (district). 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_TAX_DETAILS_BY_PYGRP 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Check From Date 
Check To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
 Company, Check From Date and Check To Date fields are required fields.  

 
Screenshot of the Tax Details by Paygroup Query 
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W2 Summary Report (RPY462) 
V_PY_W2_SUMMARY_RPT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides company total number of W-2s (headcount) and total amounts for each W-2 box 
sent to Treasury for printing. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_W2_SUMMARY_RPT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Calendar Year HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Calendar Year field is a required field.  

 
Screenshot of the Summary Report of W-2 Print File to Treasury Query 
 

   



 
 

Rev 09/15/2021  Page 230 of 400 
  

Workers’ Compensation Report Query (RPY256) 
V_PY_WORKERS_COMPENSATION 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query contains employees' actual earnings on a calendar year basis for DHRM. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_PY_WORKERS_COMPENSATION 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balance ID (CY / BY) 
Balance year (YYYY) 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Balance ID and Balance Year fields are required fields.  
Correct Balance ID is CY/PY with CY = Calendar Year and PY = Benefit Year 

 
Screenshot of the Workers’ Compensation Report Query 
 

 
 
  



 
 

Rev 09/15/2021  Page 231 of 400 
  

Payroll Reports 
 
 
<This page is intended to be blank> 
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ChartField Validation Error Report (RPY410) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees whose payroll expenditures were written to the HR Accounting Line using 
the Company Default Expenditure ChartField String. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Distribution > GL_Interface Reports > ChartField 
Validation Error  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID PDF 
 

Screenshot of the ChartField Validation Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID and Business Unit fields are required fields.  
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Screenshot of the ChartField Validation Error Report  
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COVA Annual Reporting Error Listing (RPY261, TAX900)  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report is used to monitor and correct potential W-2 errors throughout the year to flag 
errors that will impact forms at year end.  This report lists employees who have negative tax balances 
or reportable wage amounts that would cause overflow in fields when the system writes W-2 data to 
magnetic media. It also checks for other error conditions.   
 
Payroll Administrators should reconcile the Annual Reporting Error Listing Report on a quarterly basis, 
as it is a tool used for research of errors on the Quarterly Tax Balances Audit Report.  This report will 
be used by SPO and agencies. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Annual Processing > Audit and Error Reports > COVA 
Error Listing  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the COVA Annual Reporting Error Listing Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the COVA Annual Reporting Error Listing Report 
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COVA Balance Adjustment Report (RPY452) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employees for whom adjustments to Month-to-Date (MTD), Quarter-to-Date (QTD), and 
year-to-Date (YTD) balances were made directly to the balance table. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Periodic Payroll Events USA > Balance Adjustments > COVA 
Balance Adjustment Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Start Date 
As of Date 
 

PDF 
 

Screenshot of the COVA Balance Adjustment Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
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Screenshot of the COVA Balance Adjustment Report  
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COVA Check Reconciliation Report (RPY175) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Check Reconciliation Report for the Treasury Check reconciliation process includes separate Void 
Check group for payments having Check Status = "Reversal". Also includes separate Automated 
Clearing House (ACH) Tape Recap containing transaction count and total by agency grouped by Check 
Date. 
 
NAVIGATION PATH: 
Navigator > Payroll for North American > Payroll Processing USA > Pay Period Reports > COVA Check 
Recon Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID PDF 
 

Screenshot of the Check Reconciliation Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the Check Reconciliation Report 
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COVA Check Register Report (RPY145) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is a listing of all checks, in check number order, written in the pay period for each company 
in the organization. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Produce Checks > COVA Check 
Register  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the COVA Check Register Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the COVA Check Register Report 
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COVA Condensed Payroll Register (RPY087) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report condenses employee gross to net calculation from Payroll Register (PAY002) into one line.   
 
This report will provide Agency Payroll Administrators and State Payroll Operations (SPO) visibility to 
see an employee’s gross earnings, regular earnings, specific taxes, and deductions for a specific pay 
period.   
 
NAVIGATION PATH: 
Navigator > Payroll for North American > Payroll Processing USA > Pay Period Reports > Condensed 
Payroll Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 

PDF 
 

 
Screenshot of the COVA Condensed Payroll Register Run Control Page 
 

 
 
  



 
 

Rev 09/15/2021  Page 243 of 400 
  

ADDITIONAL INFORMATION: 
Pay Run ID or a pay calendar specification is a required field(s). 
 
Screenshot of the COVA Condensed Payroll Register 
 

  
 
 

   



 
 

Rev 09/15/2021  Page 244 of 400 
  

COVA Deduction Register Report (RPY146) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Deduction Register Report lists employees who have any deductions and nontaxable amounts 
subtracted from their pay.  If the current deduction contains adjustments or refunds, amounts paid in 
arrears or amounts excluded, the report lists them in separate columns and provides column totals.   
This register lists the amount of money deducted from each employee's paycheck for general 
deductions, garnishments, and benefits, including taxes, as of the end of a pay period.  It can be run by 
Company. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA 
Deduction Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection  
 

PDF 
 

Screenshot of the COVA Deduction Register Report Run Control Page 
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ADDITIONAL INFORMATION: 
Pay Run ID field or a pay calendar specification is a required field(s). 
 
Screenshot of the COVA Deduction Register Report 
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COVA Deductions not Taken Report (RPY140) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is a listing of employees who had benefits deductions omitted for a pay period.  This report 
displays a list of deductions and details such as amounts not taken, reason not taken, added to arrears 
(Y/N), arrears balance, and the check number that the deduction not taken affected.  The deductions 
are totaled at the bottom of the page by Pay Period, by Company, and a Grand total for all companies. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA 
Deductions Not Taken 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection  
 

PDF 
 

Screenshot of the COVA Deductions not Taken Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID or a pay calendar specification is a required field(s). 
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Screenshot of the COVA Deductions not Taken Report 
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COVA Detail Payroll Expenditures Report (RPY287)   
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a report lists employee-level payroll expenditure detail by company from a pay period. The 
default output will be by ChartField string. 
  
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Dtl 
Payroll Expenditures 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
PDF or CSV (checkbox) 
Company 
 

PDF 
CSV 
 

Screenshot of the COVA Detail Payroll Expenditures Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required fields.  
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Screenshot of the COVA Detail Payroll Expenditures Report 
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COVA Direct Deposit Register Report (RPY199) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a report listing all direct deposits for employees in each company in the organization. 
  
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Create Direct Deposits > COVA 
Direct Deposit Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the COVA Direct Deposit Register Report Run Control Page 
 

  
 
ADDITIONAL INFORMATION: 
Pay Run ID or Pay Check Data From/To fields are required fields.  
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Screenshot of the COVA Direct Deposit Register Report  
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COVA Local Tax Summary Report (RPY446, TAX002LC) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This summary report lists employee Quarter-to-Date (QTD) taxable gross and taxes for Local Tax 
withholding.  This report lists employees by SSN and name. 
 
This quarterly report is used by SPO and agencies. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > COVA Local 
Tax Summary 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the Local Tax Deposit Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the Local Tax Deposit Summary Report 
 

 

  



 
 

Rev 09/15/2021  Page 254 of 400 
  

COVA Local W-2 Tax Totals Summary Report (RPY262, TAX916LC) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report lists local W-2 data that is used to reconcile the W-2s.  Produces a listing of local 
W-2 data used to reconcile the W-2s, and a listing of local W-2 data that is required by some local 
jurisdictions in lieu of receiving actual copies of individual W-2 forms. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Annual Processing > W-2 Reporting > COVA Local W-2 
Tax Totals Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Tax Locality Print Parameters 
Company 
 

PDF 
 

Screenshot of the COVA Local W-2 Tax Totals Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the COVA Local W-2 Tax Totals Summary Report  
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COVA Other Earnings Register (RPY088) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is a listing of employees and amounts within earnings codes (not including Regular or 
Overtime) being processed on the current payroll. 
 
The report lists all employees receiving a specific earnings code, includes each employee’s hours and 
amounts, and provides the separate check ID, if the earnings were issued to an employee separately.   
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Other 
Earnings Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the COVA Other Earnings Register Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID or a pay calendar specification is a required field(s). 
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Screenshot of the COVA Other Earnings Register 
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COVA PA Local EIT W-2 Tax Totals Report (RPY263, TAX010PA) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is a listing of Pennsylvania (PA) Local Earned Income Tax W-2 data for use in reporting to 
Tax Collection District tax collecting agencies. Report is grouped by Work Political Subdivision (PSD) 
within company and includes SSN, Employee Name, Home Address, YTD Taxable Wages, YTD 
Earned Income Tax (EIT) withheld and Resident PSD. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Annual Processing > W-2 Reporting > COVA PA Local 
EIT W-2 Tax Total  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Show Employee Detail (checkbox) 
Sort Option 
Company 
 

PDF 
 

Screenshot of the COVA PA Local EIT W-2 Tax Totals Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the COVA PA Local EIT W-2 Tax Totals Report  
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COVA Payroll Advice Register Report (RPY200) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides payroll amounts paid directly into the employee’s bank account as direct deposits.  
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Create Direct Deposits> COVA 
Advice Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the COVA Payroll Advice Register Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field or a pay calendar specification is a required field(s). 
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Screenshot of the COVA Payroll Advice Register Report  
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COVA Payroll Error Messages Report (RPY142)   
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides a list of the system error messages generated during the Payroll process. Use this 
report to analyze and resolve payroll problems before the Pay Confirmation process. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Review Processing Messages > 
COVA Payroll Err Messages Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the COVA Payroll Error Messages Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field or a pay calendar specification is a required field(s). 
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Screenshot of the COVA Payroll Error Messages Report  
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COVA Payroll Register (RPY137) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays the Payroll Register, by agency, showing employee gross to net including hours 
and amounts for the pay period.  It lists employees by their pay groups and provides totals, sorted by 
department ID.  The details in the report include totals at the company, pay period, and pay group 
levels on the last page and a grand total for all paychecks.   
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Payroll 
Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the COVA Payroll Register Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field or a pay calendar specification is a required field(s). 
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Screenshot of the COVA Payroll Register 
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COVA Payroll Summary Report (RPY138) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This payroll summary shows paycheck details including amounts, earnings, employee deductions, 
employer contributions, and employee/employer taxes by Pay Run ID by Company. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Payroll 
Summary 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Report Style 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the COVA Payroll Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the COVA Payroll Summary Report 
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COVA Paysheet Records Audit Prior to Confirm Report (RPY123) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is generated during the payroll process to provide a detailed listing of information that might 
cause problems during the Pay Confirmation process.  This Preconfirm audit checks for potential 
duplicate keys, no active job record found, and outstanding off-cycle checks.  The detailed information 
includes listing by company, calendar year, pay group, month code, pay end date and employee ID.   
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Produce Payroll > COVA Preconfirm 
Audit Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the COVA Paysheet Records Audit Prior to Confirm Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
There are no required fields.  
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Screenshot of the COVA Paysheet Records Audit Prior to Confirm Report   
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COVA Presheet Audit Report (RPY114)h 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report verifies the integrity of the payroll and benefits setup and employee data. Before creating 
Paysheets, run this optional report. This report scans all the tables required by the Paysheet process 
and identifies orphan records and codes.   
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Create and Load Paysheets > 
COVA Presheet Audit Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Report Option (checkboxes) 
Pay Run ID 
Company 
 

PDF 
 

Screenshot of the COVA Presheet Audit Report Run Control Page 
 

 
 
 
ADDITIONAL INFORMATION: 
There are no required fields. 
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Screenshot of the COVA Presheet Audit Report  
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COVA Quarterly Federal Tax Report (RPY242, TAX007) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report lists report by employee, quarter-to-date (QTD), federal withholding, Federal 
Insurance Contributions Act (FICA), and unemployment taxes, and includes state-specific Federal 
Unemployment Tax Act (FUTA) Credit Reduction gross and tax amounts. It lists employees by social 
security number (SSN) and name, and it provides page and company totals. 
 
This quarterly report is used by agencies for 941 reporting. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > COVA 
Federal Tax Summary   
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the COVA Quarterly Federal Tax Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the COVA Quarterly Federal Tax Report 
 

  



 
 

Rev 09/15/2021  Page 274 of 400 
  

COVA Quarterly State Tax Summary Report (RPY243, TAX008) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report is a summary of employee Quarter-to-Date (QTD) taxable gross and taxes for 
State withholding, State Unemployment Insurance (SUI) and State Disability Insurance (SDI).  
 
This quarterly report is used by agencies. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > COVA State 
Tax Summary 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the Quarterly State Tax Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the COVA Quarterly State Tax Summary Report – Employee Detail 
 

 
 
Screenshot of the COVA Quarterly State Tax Summary Report – Negative Wage Listing 
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COVA Quarterly Tax Balances Audit Report (RPY227) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report compares the employee QTD tax balance with the sum of Tax Detail records 
from each payroll run for each tax class and tax jurisdiction, making it possible to verify that system 
computations are correct for these balances.   
 
This quarterly report will be used by SPO and agencies to identify problems with the Quarterly Tax 
balances. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > COVA Tax 
Balance Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Year 
Quarter 
Company 
 

PDF 
 

Screenshot of the COVA Quarterly Tax Balances Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Balances for Year and Quarter fields are required fields.  
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Screenshot of the COVA Quarterly Tax Balances Audit Report 
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COVA State W-2 Tax Totals Summary Report (RPY264, TAX916ST) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report lists state W-2 data that is used to reconcile the W-2s.  Produces a listing of state 
W-2 data used to reconcile the W-2s, and a listing of local W-2 data that is required by some local 
jurisdictions in lieu of receiving actual copies of individual W-2 forms. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Annual Processing > W-2 Reporting > COVA State W-2 
Tax Totals Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the COVA State W-2 Tax Totals Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the COVA State W-2 Tax Totals Summary Report  
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COVA Suspense Reconciliation Register (RPY444) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a Pay Period Report listing of all deductions, by company, posted to suspense accounts for 
special processing, such as journal entries, Agency to Agency (ATA), and vendor extracts. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA 
Suspense Recon Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the Suspense Reconciliation Register Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the Suspense Reconciliation Register Report 
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Deduction Amount Change Comparison Between Pay Periods Report 
(RPY089) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a report that that pulls Deduction Amount changes between the paysheet for the current pay 
period and what was processed for the previous pay period showing deduction name, current amount 
and previous amount and sorted by Empl ID. 
 
The State Payroll Operations (SPO) will process payroll in Cardinal, but the Agency Fiscal Officers will 
review reports that show paycheck amounts and determine if amount changes need to be researched 
further. 
 
NAVIGATION PATH: 
Navigator > Payroll for North American > Payroll Processing USA > Pay Period Reports > Deduction 
Change Amount Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company Selection 
 

PDF 
 

Screenshot of the Deduction Amount Change Comparison Between Pay Periods Report Run 
Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID is a required field. 
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Screenshot of the Deduction Amount Change Comparison Between Pay Periods Report  
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Deduction Vendor Remittance Report (RPY380) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Deduction Vendor Remittance report can be pulled by vendor and check date and will include 
deduction and vendor information 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > Deduction 
Vendor Remittance Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Pay Check Date From/To 
Vendor ID 
Company 
Summary or Detail (radio button) 
 

PDF 
 

Screenshot of the Deduction Vendor Remittance Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID or Pay Check Data From/To fields are required fields.  
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Screenshot of the Deduction Vendor Remittance Report 
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Employees not Processed in Current Payroll Report (RPY141) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Reports employee hours and earnings that were not processed for the pay period. 
 
This report displays a list of employees who were bypassed during the pay calculation process.  For 
each employee listed, the report sorts the unprocessed hours and earnings by regular, overtime, and 
other earnings.  Totals at the bottom of the report are calculated for the paygroup and pay period for 
each company including a grand total for all companies. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Produce Payroll > COVE EE Not 
Processed Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the Employees not Processed In Current Payroll Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the Employees not Processed In Current Payroll Report  
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Employee SSN Verification Report (TAX109) 
] 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report creates an electronic file used to submit employee name and Social Security 
Number (SSN) information to the Social Security Administration for verification. 
 
This calendar year-end report is used by SPO and agencies.  This report can be run more than once a 
year. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > US Annual Processing > Year End/New Year Preparation Pay 
Period Reports > Employee SSN Verification 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Processing Options 
From Date 
To  Date 
 

PDF 
 

Screenshot of the Employee SSN Verification Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
The From Date and End Date fields are required fields.  
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Screenshot of the Employee SSN Verification Report 
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FBMC Deduction Extract Report (RPY458) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Extract audit report for semi-monthly outbound vendor file to Third-Party Administrator, currently 
Fringe Benefits Management Company (FBMC), for miscellaneous insurance and annuity deductions. 
 
NAVIGATION PATH: 
Navigator > Payroll for N/A > Payroll Processing USA > Pay Period Reports > FBMC Deduction Extract 
Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Run to CSV (checkbox) 
From Check Date 
Check Thru Date 
 

PDF 
 

Screenshot of the FBMC Deduction Extract Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Check Date field and Check Thru Date field are required fields.  
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Screenshot of the FBMC Deduction Extract Report  
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Federal Liability by State Report (TAX014) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report displays federal withholding and liability (Employer and Employee FICA plus 
withholding) for each state.  This report is used by SPO only. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Pay Period Tax Reports USA > Federal Liability by State  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the Federal Liability by State Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the Federal Liability by State Report 
 

  



 
 

Rev 09/15/2021  Page 294 of 400 
  

Federal Tax Summary (TAX010FD) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report lists summary period-to-date income tax withheld, FICA, Advance Earned Income 
Credits (EIC) payments, Medicare, Additional Medicare, and Non Resident Alien Tax 1042 Agency 
quarterly certification. 
 
This quarterly report is used by SPO to balance to 941 reporting. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Pay Period Tax Reports USA > Federal Tax Summary  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Year 
Quarter 
Period 
 

PDF 
 

Screenshot of the Federal Tax Summary Report Run Control Page 
 

 
 
 
ADDITIONAL INFORMATION: 
Balances for Year field is required and also Quarter field or Period field is a required field.  
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Screenshot of the Federal Tax Summary Report 
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Fiscal YTD Employee Earnings, Deductions, and Taxes Totals Report 
(RPY134) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a report that pulls employee earnings, deductions, and tax cumulative amounts within a 
company for the specified date range. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > Fiscal YTD 
Earns-Ded-Tax Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the Fiscal YTD Employee Earnings, Deductions, and Taxes Totals Report Run 
Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Fiscal year field is a required field.  
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Screenshot of the Fiscal YTD Employee Earnings, Deductions, and Taxes Totals Report 
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FSA Deduction Extract Report (RPY457) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Flexible Spending Account (FSA) audit report extracts semi-monthly outbound vendor file to 
PayFlex Flexible Reimbursement Account Plans. Report is grouped by Non-Paid Adjustment Amounts, 
Negative Amounts, and all other Remittance File Detail amounts. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > FSA 
Deduction Extract Report   
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Check Date 
To Check Date 
Run by CSV (checkbox) 
Company 
 

Excel 
CSV 
 

Screenshot of the FSA Deduction Extract Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date fields are required fields.  
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Screenshot of the FSA Deduction Extract Report  
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HR Accounting Line Reconciliation Report (RPY447) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is an HR Accounting Line to General Ledger (GL) Reconciliation report.  This report reads 
HR accounting line detail and creates company totals by revenue, Accounts Payable 3rd Party checks, 
ATA funds, Suspense funds or expenditure categories and includes statewide Grand Totals. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Distribution > GL Interface Reports > HR Accounting 
Line Recon 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Run Date From 
Run Date To 
Business Unit 
 

PDF 
 

Screenshot of the HR Accounting Line Reconciliation Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Run Date From and Run Date To fields are required fields.  
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Screenshot of the HR Accounting Line Reconciliation Report  
 

   



 
 

Rev 09/15/2021  Page 302 of 400 
  

ICMA-RC Deduction Extract Report (RHR144) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report will display employee-level deduction data that is used for auditing purposes by SPO and 
agencies to monitor deductions submitted to International City/County Management Association (ICMA-
RC).   
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > ICMA-RC 
Extract Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Check Date 
To Check Date 
Suppress Totals for CSV (check box) 
 

PDF 
 

Screenshot of the ICMA-RC Deduction Extract Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date fields are required fields.  
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Screenshot of the ICMA-RC Deduction Extract Report 
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Minnesota Life Deduction Extract Report (RHR145) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report will display employee-level deduction data that is used for auditing purposes by SPO and agencies to 
monitor deductions submitted to Minnesota Life in the Minnesota Life Extract   
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > MN Life 
Deductions Extract Report 
 

INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Check Date 
To Check Date 
Run to CSV (checkbox) 
 

PDF 
 

Screenshot of the Minnesota Life Deduction Extract Report Run Control Page 

 

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date fields are required fields.  
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Screenshot of the Minnesota Life Deduction Extract Report 
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Minnesota Life Upload Error Report 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employee Optional Group Life Insurance changes which could not be updated by the 
Optional Group Life Premium interface, the reason for the error, and all other changes which were 
successfully loaded to Cardinal.  
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > Minnesota Life 
Upload Err Rpt 
 

INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Company 
 

PDF 
 

Screenshot of the Minnesota Life Upload Error Report Run Control Page 
 

 

 

  
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Minnesota Life Upload Error Report 
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Multiple Worksite Report (TAX004) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report lists each tax location used to calculate the employees’ work taxes. The tax 
location is considered a worksite when completing the information on the federally mandated Multiple 
Worksite report (BLS-3020) or state variations.   
 
Every quarter, SPO produces the Multiple Worksite Report (TAX004) for the calendar year and 
calendar quarter specified on the run control page.  The Multiple Worksite Report provides the 
employee count as of the 12th of the last month in the quarter and the total State Unemployment 
Insurance (SUI) wages paid in the quarter per worksite. Both a file and a report are generated. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > Multiple 
Worksite  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Year 
Quarter 
 

PDF 
 

Screenshot of the Multiple Worksite Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields; however, it is recommended that you complete the Year field.  
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Screenshot of the Multiple Worksite Report 
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Net Negatives by Employee/Vendor Report (RPY383) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This quarterly report identifies negative employee deduction amounts shown on the Accounts Payable 
(AP) Extract Line Detail for a Pay Run ID grouped by vendor.  This report is used by SPO. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > Net Negatives 
by Emp/Vendr Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Begin Check Date 
End Check Date 
Vendor 
 

PDF 
 

Screenshot of the Net Negatives by Employee/Vendor Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Begin Check Date and End Check Date fields are required fields.  
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Screenshot of the Net Negatives by Employee/Vendor Report 
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Optional Retirement Plan Extract Control Report for TIAA (RPY453) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Extract audit reports for semi-monthly outbound vendor file to Teachers Insurance and Annuity 
Association-College Retirement Equities Fund (TIAA-CREF) Higher Education Optional Retirement 
Plan. Report is grouped by Negative Amounts and All other Remittance File Detail amounts. Totaled by 
Company, the report includes: Employee Name, EmplID, Benefit Plan, Before-Tax Deduction Amount, 
Employer Contribution Amount, and Void Check Indicator. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > TIAA Extract 
Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Check Date 
To Check Date 
Run to CSV (checkbox) 
Company 
 

PDF 
 

Screenshot of the Optional Retirement Plan Extract Control Report for TIAA Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date are required fields.  
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Screenshot of the Optional Retirement Plan Extract Control Report for TIAA 
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Precalcalculation Audit Report (RPY122) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides a detailed listing (by company, pay group, and pay end date) of information that 
might cause problems during the Pay Calculation process 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Produce Payroll > COVA 
Precalculation Audit Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the Precalculation Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
There are no required fields.  
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Screenshot of the Precalculation Audit Report 
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Reset W-4 Exempt List (TAX103) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report is a listing of employees who have not yet filed a new Form W-4 by the due date 
to continue their tax exemption status. If the report is run in update mode, it will insert a new tax record 
to reset the federal withholding status, marital status, and withholding allowances. 
 
This calendar year-end report is used by SPO. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Annual Processing > Year-End/New Year Preparation > 
Reset W-4 Exempt List  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Due Date for W-4 Forms 
Date to be Used for Eff. Date on Inserted Records 
Scope - All Employees or By Company 
Company 
Report Mode (radio button) 
 

PDF 
 

Screenshot of the Reset W-4 Exempt List Report Run Control Page 
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ADDITIONAL INFORMATION: 
This report has no required fields.  
 
Screenshot of the Reset W-4 Exempt List Report 
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Retroactive Enrollment Report 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays retroactive enrollments for both benefits and general deductions established 
through vendor uploads from source systems such as Virginia Retirement System (VRS) VNAV 
(retirement and buybacks), ICMA-RC (Deferred Compensation), FBMC (Annuities and Misc 
Insurances). It includes retroactive enrollments entered by users online. This report will be used by the 
Agency Payroll Administrators. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > Retroactive 
Enrollment Report 
 

INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
Thru Date 
Company 
 

PDF 
 

Screenshot of the Retroactive Enrollment Report Run Control Page 
 

 

 

  
ADDITIONAL INFORMATION: 
From Date and Thru Date fields are required fields.  
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Screenshot of the Retroactive Enrollment Report  
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Salary Rate and Regular Pay Comparison Report (RPY086) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
A report that pulls employees where current pay period earnings is different than per pay period 
compensation on their job record.  
 
This calendar year-end report is used by SPO and agencies.  This report can be run more than once a 
year. 
 
NAVIGATION PATH: 
Navigator > Payroll for North American > Payroll Processing USA > Pay Period Reports > Salary Rate 
Comparison Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the Salary Rate and Regular Pay Comparison Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID is a required field. 
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Screenshot of the Salary Rate and Regular Pay Comparison Report 
 

   



 
 

Rev 09/15/2021  Page 322 of 400 
  

SPOT Transactions Not Loaded to Payline Report (RPY449) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is used to identify those transactions that have been approved on Single Use Payroll Online 
Transactions (SPOT) in closed batches, but have not been updated on the employee’s payline(s). 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Create and Load Paysheets > SPOT 
Entries Not on PayLine  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Batch ID 
Company Parameters 
 

PDF 
 

Screenshot of the SPOT Transactions Not Loaded to Payline Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Batch ID field is a required field or Company Parameters are required.  
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Screenshot of the SPOT Transactions Not Loaded to Payline Report  
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Tax Deposit Summary Report (TAX001) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report displays pay period details of federal, state, and local taxes that are withheld from 
employees, and liabilities incurred for employer-paid taxes. 
 
This quarterly report is used by SPO. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Pay Period Tax Reports USA > Tax Deposit Summary  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
 

PDF 
 

Screenshot of the Tax Deposit Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field or a pay calendar specification is a required field(s).  
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Screenshot of the Tax Deposit Summary Report 
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Tax Remittance Report (RPY174) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Tax Remittance report provides the amount and other details to be paid to state and localities 
manually via Accounts Payable. 
 
NAVIGATION PATH: 
Navigator > Payroll for North American > Payroll Processing USA > Pay Period Reports > COVA Tax 
Remittance Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Pay Run ID or From/To Check Date 
State 
Locality 
Sub-Totals (checkbox) 
 

PDF 
 

Screenshot of the Tax Remittance Report Run Control Page 
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ADDITIONAL INFORMATION: 
Pay Run ID or From/To Check Date fields are required fields.  
 
Screenshot of the Tax Remittance Report 
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Total Number of Direct Deposit/Check by Employee Type Report (RPY163) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists percentage and number of direct deposit and paper checks processed on a payroll and 
sorted by employee type. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > Number of 
DDs and Checks 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
 

PDF 
 

Screenshot of the Total Number of Direct Deposit/Check by Employee Type Report Run Control 
Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Total Number of Direct Deposit/Check by Employee Type Report 
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US Census Annual Survey Report (RPY247)    
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides the annual survey of payroll by employment in state government needed to 
complete the US Census Bureau Annual Survey of Public Employment and Payroll.  This report is used 
by SPO only. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Annual Processing > Audit and Error Reports > U S 
Census Annual Survey  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Calendar Year 
 

PDF 
 

Screenshot of the US Census Annual Survey Report Run Control Page 
 

  
 
ADDITIONAL INFORMATION: 
Calendar Year field is a required field.  
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Screenshot of the US Census Annual Survey Report   
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Virginia DSS Child Support Report (RPY461) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Extract audit reports for semi-monthly outbound vendor file to Virginia Department of Social Services 
(DSS) for Child Support deductions. Report is grouped by Non-paid Adjustment Amounts, Negative 
Amounts, all other Remittance File Detail amounts, and a report of netted amounts by employee.  
 
NAVIGATION PATH: 
Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > Virginia DDS 
Child Support 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Check Date 
To Check Date 
Pay Run ID 
 

PDF 
 

Screenshot of the Virginia DDS Child Support Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date fields or Pay Run ID field are required fields.  
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Screenshot of the Virginia DDS Child Support Extract Report  
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Virginia Quarterly UI Wage Report (RPY246, TAX860VA) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory Unemployment Insurance (UI) report creates a file of unemployment wages for the 940 
to submit quarterly state wage listings on electronic/magnetic media.  
 
This quarterly report will be used by SPO personnel only to report VA Unemployment to Virginia 
Employment Commission (VEC) for all agencies. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Quarterly Processing > State Quarterly Wage Reporting > 
Create Qtrly Wage File SD-WY (Select WY/Others and Run to get option for VA)) 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Select WY/Others and Run to get option for VA PDF 
 

Screenshot of the Virginia Quarterly UI Wage Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  Select WY/Others and Run to get option for VA. 
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Screenshot of the Virginia Quarterly UI Wage Report  
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W-3 Transmittal Totals Report (RPY450, TAX915) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report used by line agency for calendar year-end certification and verification of 
company-level totals. This calendar year-end report is used by SPO. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Annual Processing > W-2 Reporting > COVA W-3/W-3SS 
Transmittal Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

(none) PDF 
 

Screenshot of the W-3 Transmittal Totals Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the W-3 Transmittal Totals Report  
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W-4 Exemptions - Federal Tax Data Status Report (TAX100) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report is a listing of all employees whose U.S. Tax Data records indicate they are 
exempt from federal income tax withholding (W-4). 
 
This calendar year-end report is used agencies. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Annual Processing > Year-End/New Year Preparation > 
W-4 Exemptions Report. 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date PDF 
 

Screenshot of the W-4 Exemptions - Federal Tax Data Status Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
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Screenshot of the W-4 Exemptions - Federal Tax Data Status Report  
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Year End Data Audit Report (TAX910AU) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report a listing of the amounts loaded in the year end files and identifies certain errors. 
 
This calendar year-end report is used by SPO. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Annual Processing > Audit and Error Reports > Year End 
Data Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Sort/Order Report by 
Employees Options (All or Selected) 
Employee ID 
W-2 Reporting Companies (All or Selected) 
Company 
 

PDF 
 

Screenshot of the Year End Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
There are no required fields.  
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Screenshot of the Year End Data Audit Report  
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Year End Record Error Report (TAX910ER) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report Identifies errors in the year-end data. 
 
This calendar year-end report is used by SPO and agencies. 
 
NAVIGATION PATH: 
Navigator > Payroll for North America > U.S. Annual Processing > Audit and Error Reports > COVA 
Error Listing 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the Year End Record Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
The Company field is a required field.  
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Screenshot of the Year End Record Error Report  
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Time and Attendance Queries 
 
 
<This page is intended to be blank> 
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Absence Accumulators Results Query  
V_TA_ABS_ACCUM_RESULTS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides absence results and details for review and troubleshooting of absences.  This 
query displays the same data you can view on the Results by Calendar pages.   
 
This query is used by Absence Management (AM) Administrators.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_ABS_ACCUM_RESULTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Employee ID 
Accumulator (Blank for All) 
Date From 
Date Thru 
MAX/ALL 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, Employee ID, Date From and Date Thru fields are required fields.  
MAX version of the calendar may be used if the calendar has been calculated more than once 
retroactively.  
ALL version of the calendar shows all versions of the calendar within the date range selected.  
 
Screenshot of the Absence Accumulators Results Query 
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Absences Approved by Admins Query  
V_TA_ABS_ADMIN_APPROVALS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists absences currently in approved status that were touched and/or approved via the 
Absence Event page for auditing purposes to maintain internal controls. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_ABS_ADMIN_APPROVALS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Blank for all) 
Location (Blank for all) 
Employee Dept ID (Blank for all) 
Approver Empl ID (Blank for all) 
Action Date From 
Action Date To 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Action Date From and Action Date To fields are required fields. It is recommended that the Business 
Unit field always be populated, but it is not a required field. 
 
Screenshot of the Absences Approved by Admins Query 
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Active TL Eligibility Query  
V_TA_ELIGIBILITY_ENROLL_LIST 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query displays employees’ shift differential, commuter and overtime leave eligibility and provides 
details to allow Administrators to take the appropriate action to verify and/or correct COVA eligibility 
enrollment.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_ELIGIBILITY_ENROLL_LIST 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Dept ID 
Empl ID 
TL Eligibility Type 
As Of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit and As Of Date fields are required fields. The As Of Date is the effective date of the 
eligibility data. 
 
Screenshot of the Active TL Eligibility Query 
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Comp Plan Enrollment Audit Query  
V_TA_COMP_PLAN_ENROLL_AUDIT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query displays changes to an employee’s enrollment record and shows who and when updates 
were made to the employee’s compensation plan enrollment. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_COMP_PLAN_ENROLL_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department ID  
Employee ID 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, From Date and To Date fields are required fields. The date range is related to the 
audit date and time stamp.  The audit action indicates the type of action, e.g., add, delete, or changes. 
 
Screenshot of the Comp Plan Enrollment Audit Query 
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Donated Leave Usage Query  
V_TA_DONATED_LEAVE 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists donated leave hours for employees.   This query displays leave donation taken (DLR) 
during a specified pay period (or multiple pay periods). The query displays  the current balance of 
donated leave as of the leave period end date, the donated leave used within the leave period, and all 
regular time reported by an employee with a balance of donated leave. 
 
The query can be run by Employee ID or Department ID for a specified beginning and ending date 
range.  If the dates entered in the prompts do not reflect an actual Leave period, the dates are adjusted 
to include the whole Leave period(s) in which the beginning and ending dates fall.  For example, using 
dates from 4/15/xxxx to 5/01/xxxx displays information relating to Leave Period 4/10/xxxx through 
5/9/xxxx.  In this example, information from two leave periods would be on the Query results. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_DONATED_LEAVE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit  
Dept ID (blank for all) 
Empl ID (blank for all) 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, From Date and To Date fields are required fields.  
 
If regular time is reported, this indicates that an employee has returned to work and may no longer be 
eligible to have a balance of donated leave if they worked every day of the pay period.  Reported time 
displays even if the employee took only partial days during the pay period, e.g., an employee reporting 
time at the beginning of the period but still taking leave donations the rest of the period.    
 
Screenshot of the Donated Leave Usage Query 
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Emergency Overtime Meals Query  
V_TA_OT_MEAL 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query displays both scheduled and non-scheduled workdays for which emergency overtime (OT) 
and/or emergency comp time is recorded, for use in determining overtime meal eligibility and 
calculations.  Additionally, this query lists any other time recorded on those same reporting dates. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_OT_MEAL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Sum Cd/Dept ID (Blank for all) 
Employee ID (Blank for all) 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, From Date and To Date fields are required fields.  
 
Screenshot of the Emergency Overtime Meals Query 
 

 
 
Screenshot of the Emergency Overtime Meals Query (scrolled right) 
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Employee Absence Adjustments Query  
V_TA_ABS_ADJUSTMENTS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query displays absence balance adjustment transaction data including employee identification 
information, absence calendar information, absence adjustment type and amount, and date and time 
update information. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_ABS_ADJUSTMENTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit  
Dept ID (blank for all) 
Employee ID (blank for all) 
Leave Period End Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit and Leave Period End Date fields are required fields.  
 
Screenshot of the Employee Absence Adjustments Query 
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Employee Schedule Review Query  
V_TA_SCHEDULE_REVIEW 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides the administrative users the ability to list time reporters without a schedule and those with a 

default schedule, salaried employees with an hourly schedule, and employees with an invalid schedule group. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_SCHEDULE_REVIEW 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit  
Dept ID (blank for all) 
Empl ID (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit field is a required field.  
 
Screenshot of the Employee Schedule Review Query 
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FML Without Concurrent Absence Query  
V_TA_FML_CONCURRENT_ABS_AUDIT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies when Family Medical Leave (FML) is reported without another absence.  This 
query also displays employees having FML reported for a day and concurrent absence hours less than 
the FML hours entered for the same day.  
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_FML_CONCURRENT_ABS_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit  
Location (blank for all) 
Begin Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, Begin Date and To Date fields are required fields.  
While calculating concurrent absences hours for the day FML hours are reported, the query also adds 
hours reported under Time Reporting Codes (TRCs) ‘OTT- Overtime Leave Taken’ and ‘CPT – 
Compensatory Leave Taken’ because these are considered as absence hours to calculate concurrent 
hours for FML. 
 
Screenshot of the FML Without Concurrent Absence Query 
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Inactive Employee with Leave Balance Query  
V_TA_BAL_FOR_INACTIVE_EMP 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists leave types and balances for employees in an inactive/terminated status. Typically 
these employees have been paid for their remaining balances but the corresponding balance 
adjustments in Cardinal have not been made. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_BAL_FOR_INACTIVE_EMP 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Location (Blank for All) 
Dept ID (Blank for All) 
Empl ID (Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit field is a required field. The query displays all users with a JOB.HR_STATUS = ‘I’ which 
have a balance (<> 0). 
 
Screenshot of the Inactive Employee with Leave Balance Query 
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Ineligible Forecasted Absence Events Query  
V_TA_ABS_EVT_FCST_INELIG 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides absences deemed ineligible for review and update. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_ABS_EVT_FCST_INELIG 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Dept ID (Blank for All) 
Current Leave Yr End Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit and Current Leave Yr End Date fields are required fields.  
 
Screenshot of the ineligible Forecasted Absence Events Query 
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Invalid ChartField Combination Query  
V_TA_ INVALID_CHARTFIELDS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists invalid ChartField combinations on reported time for review and correction.  In Cardinal, 
Time Admin generates a TLX00110 exception when the combo code entered on the timesheet does 
not exist or is inactive as of the time period in which it is being reported.  This query lists all the 
employees with TLX00110 exception for the given date range.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_INVALID_CHARTFIELDS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Invalid ChartField Combination Query 
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Leave Balance Adjustment Query (in Template format)  
V_TA_LEAVE_BAL_ADJ  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists the necessary data from Cardinal to populate the Excel template to allow agencies to 
enter leave balance adjustments into a spreadsheet for upload for the Leave Balance Adjustment 
Mass Upload process. 
I 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_LEAVE_BAL_ADJ 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Blank for All) 
Department (Blank for All) 
Paygroup 
Calendar ID 
Element Name 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Paygroup, Calendar ID, and Element Name fields are required fields.  
 
Screenshot of the Leave Balance Adjustment Query 
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Leave Balances by Department ID/Location Query  
V_TA_LV_BAL_BY_DEPTID_DISTRICT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists leave balances by Department, Reports To, or employee. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_LV_BAL_BY_DEPTID_DISTRICT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Dept ID (blank for all) 
Reports To (blank for all) 
Empl ID (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit field is a required field.  
 
Screenshot of the Leave Balances by Department ID/Location Query 
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Negative Hours From Prior Period Adjustment Query  
V_TA_NEG_HRS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query utilizes the data from Payable Time Table and generates the list of negative hours for 
employees whose pay is affected due to prior period adjustments in Time and Labor for the Current 
Pay Period.  
 
Adjustments to the time submitted and paid generate offsets in Time and Labor. The Load Time and 
Labor process populates the employee paysheet with negative and positive hours for offsets and 
summarizes by date and earning code.  Not all the adjustments affect the employees’ pay; in some 
instances, adjustments are made to correct the time without affecting the pay.  This query only lists 
employees whose pay is affected negatively due to prior period adjustments. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_NEG_HRS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Business Unit 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID and Business Unit fields are required fields. 
  
Screenshot of the Negative Hours From Prior Period Adj Query 
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Negative Leave Balances Query  
V_TA_LV_BALANCES_NEGATIVE 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query displays a list of employees with negative leave balances in the max version of each 
calendar.  This query should be run periodically to manually re-adjust the balances by the appropriate 
amount in the appropriate period so that the balances are zeroed out. Negative balance must be 
corrected for active employees before leave year-end processing in order to carry over the appropriate 
balance into the new year, and must also be corrected before the leave liability report is run at fiscal 
year-end in order to calculate appropriate liability.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_LV_BALANCES_NEGATIVE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Location (blank for all) 
Dept ID (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The query can be run by Business Unit, for a specific location or department; or leaving the fields blank 
retrieves all results. 
  
Screenshot of the Negative Leave Balances Query 
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Saved & Submitted Absences Query  
V_TA_ABS_SV_AND_SB_STATUS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides absences currently in saved and submitted status for the date range specified by 
the user. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_ABS_SV_AND_SB_STATUS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department ID (Blank for All) 
BGN_DT From 
BGN_DT Through 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, BGN_DT From and BGN_DT Through fields are required fields.  
 
Screenshot of the Saved & Submitted Absences Query 
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Time and Labor to Paysheet Error Query  
V_TA_TL_PAYSHEET_REJECTED 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists errors from the Time and Labor to Paysheet Integration process. This query list 
hours rejected by payroll. Payable time is created through the Time Administration process and is the 
end product of Time and Labor. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_TL_PAYSHEET_REJECTED 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Dept ID 
Employee ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit fields is a required field.  
 
Screenshot of the Time and Labor to PaySheet Error Query 
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Time and Labor to Paysheet Posted Query  
V_TA_TL_PAYSHEET_POSTED 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists hours posted to PaySheets from Time and Labor, where the payable status is Taken by 
Payroll, Closed, Reversed Payable Status (check reversal), or Distributed. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_TL_PAYSHEET_POSTED 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Dept ID 
Empl ID 
Pay End Date  
Empl Type 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit and Pay End Date fields are required fields.  
 
Screenshot of the Time and Labor to PaySheet Posted Query 
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Time (Entry) Approval Audit Query  
V_TA_TIME_APPROVAL_AUDIT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists payable time for an employee within a given date range.  Run 
V_TA_TIME_ENTRY_AUDIT query to determine who entered time and when, and run this query, 
V_TA_TIME_APPROVAL_AUDIT, for the information needed concerning the ‘who’ and ‘when’ on time 
changes and approvals. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_TIME_APPROVAL_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Empl ID 
Date From 
Date To 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, Date From and Date To fields are required fields.  
 
Screenshot of the Time Approval Audit Query 
 

 
 
Screenshot of the Time Approval Audit Query (scrolled right) 
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Time Entry Audit Query  
V_TA_TIME_ENTRY_AUDIT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists all reported time for an employee within a given date range, Run this 
V_TA_TIME_ENTRY_AUDIT query to determine who entered time and when, and run query, 
V_TA_TIME_APPROVAL_AUDIT, for the information needed concerning the ‘who’ and ‘when’ on time 
changes and approvals. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_TIME_ENTRY_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Empl ID 
Date From 
Date To 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, Date From and Date To fields are required fields.  
 
Screenshot of the Time Entry Audit Query 
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Time Reporter (Auto Enrollment) Exceptions Query  
V_TA_AUTO_ENROLL_EXC 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query displays auto enrollment exceptions for review and correction. This query lists employees 
with inappropriate time reporter data by comparing time reporter data with job data. The report lists all 
employees who may need updates or maintenance to time reporter data. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_AUTO_ENROLL_EXC 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Dept ID 
Location 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit field is a required field.  
 
Screenshot of the Time Reporter Exceptions Query 
 

  



 
 

Rev 09/15/2021  Page 367 of 400 
  

Time Reporter Changes Query  
V_TA_TIME_REPORTER 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query includes new time reporter enrollments and changes to existing employees on the Time 
Reporter pages. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_TIME_REPORTER 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Dept ID 
Employee ID 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, From Date and To Date fields are required fields.  
 
Screenshot of the Time Reporter Changes Query 
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Time Reporting Exceptions Query  
V_TA_TIME_REPORTING_EXCEPTIONS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query displays time and labor exceptions for a specified date range for groups of employees, and 
is used to review and resolve or allow exceptions as needed. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_TIME_REPORTING_EXCEPTIONS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Location (blank for all) 
Dept ID (blank for all) 
Exception From Date 
Exception To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, Exception From Date and Exception To Date fields are required fields.  
 
Screenshot of the Time Reporting Exceptions Query 
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Timesheet (Prior Period) Adjustments by DeptID/Date Query  
V_TA_ADJUSTMENTS_PAYABLE_TIME 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists prior period adjustments after a pay period has been completed and allocated for 
review. This query displays negative offset adjustment rows and corresponding payable time rows on 
the same duration for the required business unit and date range and other options prompts specified by 
the user.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_ADJUSTMENTS_PAYABLE_TIME 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Dept ID (blank for all) 
Location (blank for all) 
Employee ID (blank for all) 
From Date 
To Date 
Frozen Date (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, From Date and To Date fields are required fields.  
 
  



 
 

Rev 09/15/2021  Page 370 of 400 
  

Screenshot of the Timesheet Adjustments by DeptID/Date Query 
 

 
 
Screenshot of the Time Prior Period Adjustments Query (scrolled right) 
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TL Eligibility Audit Query  
V_TA_ELIGIBILITY_ENROLL_AUDIT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists changes to the Time and Labor (TL) Eligibility page based on audit results. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_ELIGIBILITY_ENROLL_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Dept ID (Blank for all) 
Employee ID (Blank for all) 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, From Date and To Date fields are required fields.  
 
Screenshot of the TL Eligibility Audit Query 
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Traditional Sick Used 6 Months Query  
V_TA_TRADSCK_06MONTHS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used to track the employees in the traditional sick leave program having used sick leave 
continuously for a six month period for potential FICA exemption. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_TRADSCK_06MONTHS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department 
Employee ID 
Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, and Date fields are required fields. The Date field is used to create a date range, which 
is used to retrieve payable time days between the Date field value minus 180 days and the Date field 
value.   
 
Screenshot of the Traditional Sick Used 6 Months Query  
 

 

  



 
 

Rev 09/15/2021  Page 373 of 400 
  

Vacation Leave Lost Query  
V_TA_FORFEITED_VAC_HRS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used to list the vacation leave lost at the beginning of the new leave year (during carry 
forward 01/10).  In Cardinal at the beginning of a new leave year, vacation accruals in excess of the 
maximum allowable carry over amount are automatically forfeited and those hours are lost.  The 
maximum vacation carry over amount varies from employee to employee based on the years of 
service. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_FORFEITED_VAC_HRS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department ID 
Employee ID 
Leave Year Start Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, and Leave Year Start Date fields are required fields.  
 
Screenshot of the Vacation Leave Lost Query  
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Weekly Submitted Hours Query  
V_TA_TLAM_WKLY_HRS  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used to display hours from Payable Time within a Start/End Date range for review.  The query 

displays all Salaried Regular and all Non-Productive Time except Docking and Donated Leave Taken. 

 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_TLAM_WKLY_HRS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Location (Leave Blank for all) 
Dept ID (Leave Blank for all) 
Empl ID (Leave Blank for all) 
Period Start Date 
Period End Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit, Period Start Date and Period End Date fields are required fields.  The Period Start 
Date is the first day of the employee’s FLSA period with the Period End Date is the last day of the 
employee’s FLSA period. 
 
Screenshot of the Weekly Submitted Hours Query  
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Workflow Setup Issues Query  
V_TA_WORKFLOW_SETUP_ISSUES 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used to display employees and managers who may require corrective action due to their time and 

labor enrollment data, job data, and/or time and labor security set up that may result in incorrect workflow routing.  

This query displays various setup issues that may cause workflow problems, including employees 
reporting to vacant positions, employees missing reports to positions, approvers missing the approver 
role, employees with EMPLIDs not assigned to User IDs, approvers with EMPLIDs not assigned to 
User IDs, and multiple active approvers sharing positions. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TA_WORKFLOW_SETUP_ISSUES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Location  
Department  
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Business Unit field is a required field. 
 
Screenshot of the Workflow Setup Issues Query  
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Time and Attendance Reports 
 
 
<This page is intended to be blank> 
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Absence Data Upload Error Report (RTA674) 
 
REVISED: 9/15/2021 
 
DESCRIPTION: 
This report displays a list of Absence Upload errors interfacing agencies encountered during the 
Absence Data Upload file process.  This report includes all the errors along with error messages for 
users to review and make the necessary corrections.    
 
NAVIGATION PATH: 
Navigator > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > 
Absence Upload Error Report 
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 

From Date 
To Date 
Output to File Server (checkbox) 
Business Unit  
 

PDF 
CSV 

Screenshot of the Absence Data Upload Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
In order to review results, user must click on Report Manager after running the report and refreshing to 
success. 
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Screenshot of the Absence Data Upload Error Report  
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Employee Leave Report (RTA010) 
 
REVISED: 9/15/2021 
 
DESCRIPTION: 
This report provides summary and detailed leave balance information (absences accrued/taken by an 
employee) and related detail transactions (if selected) for individual employees, a designated 
organization unit, or designated group of organization units such as District-wide or Residency-wide.  
The report can be used by employees to monitor leave balances as well as supervisors in managing 
employee leave activity. 
 
NAVIGATION PATH: 
Navigator > Global Payroll & Absence Management > Absence and Payroll Processing > Reports > 
Employee Leave Report 
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 

Business Unit 
Department 
Node Only [checkbox] 
Empl ID (blank for all) 
Summary [radio button] 
Detail Transactions [radio button] 
Summary and Detail Transactions {radio button] 
 

PDF 
CSV 

Screenshot of the Employee Leave Report Run Control Page 
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ADDITIONAL INFORMATION: 
Business Unit and Pay Period End Date fields are required fields. Either the Department or Empl ID 
field is a required field. Pay Period End Date (required - can only run for a finalized pay period end date 
– either most recent finalized or past period) 
 
Screenshot of the Employee Leave Report  
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Hourly Employee Tracking Report (RTA005) 
 
REVISED: 09/15/2021 
 
DESCRIPTION: 
This report lists hourly employee contract data for tracking hours worked in a defined 365 day period.  
The report can be used to monitor employees approaching the hours limit on their contract and/or 
approaching the end of their contract period, so they do not exceed the Affordable Care Act (ACA) 
limits, per DHRM 1500 hour limit.  The report is typically run for a contract year or beginning of current 
contract year through the current period. 
 
NAVIGATION PATH: 
Navigator > Time and Labor > Reports > Hourly Employee Tracking 
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 

Business Unit 
As Of Date 
Department 

PDF 
CSV 

 
Screenshot of the Hourly Employee Tracking Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Business Unit, As of Date, and Department fields are required fields.  
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Screenshot of the Hourly Employee Tracking Report 
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Invalid Holiday Report (RTA720) 
 
REVISED: 09/15/2021 
 
DESCRIPTION: 
This report provides an audit of invalid holidays for review and correction. 
 
NAVIGATION PATH: 
Navigator > Time and Labor > Reports > Invalid Holiday Report 
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 

Period Start Date 
Period End Date 
Business Unit 
Location 
Dept ID 
Empl ID 

PDF 
CSV 

 
Screenshot of the Invalid Holiday Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Period Start Date and Period End Date fields are required fields.  Also, Period Start Date and 
Period End Date fields default to current day, but may be updated. 
 
In order to review results, user must click on Report Manager after running the report and refreshing to 
success. Next click on the V_TA720_RPT link  
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Screenshot of the Invalid Holiday Report  
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Leave Liability Report (RTA013) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report contains leave liability data for reporting to Department of Accounts (DOA) at Fiscal Year 
End for employees in Traditional, Virginia Sickness & Disability Program (VSDP) and Hybrid leave 
programs, and does not include At-Will or Faculty leave programs. 
 
NAVIGATION PATH: 
Navigator > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > 
Leave Liability Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
FICA Amount 
Thru Date 
 

Excel 
 

Screenshot of the Leave Liability Report Run Control Page 
 

 
 
 
ADDITIONAL INFORMATION: 
Business Unit, FICA Amount and Thru Date fields are required fields.  
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Screenshot of the Leave Liability Report 
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OSHA Report (RTA508) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Occupational Safety and Health Administration (OSHA) report summarizes productive hours by 
Time Reporting Code by various criteria and organization level. 
 
NAVIGATION PATH: 
Navigator > Time and Labor > Reports > OSHA Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Reporting Month 
Year 
 

Excel 
 

Screenshot of the OSHA Report Run Control Page 
 

 
 
 
ADDITIONAL INFORMATION: 
Business Unit, Reporting Month and Year fields are required fields.  
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Screenshot of the OSHA Report 
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Potential Vacation Leave Forfeiture Report (RTA012) 
 
REVISED: 09/15/2021 
 
DESCRIPTION: 
This report provides projected vacation leave information within a predefined time frame, including 
projected accruals and potential loss. The report can be requested for individual employees, designated 
organization unit, or designated group of organization units such as District-wide or Residency-wide.  
The report can be used by employees, supervisors, and timekeepers to help determine if individual 
employees might forfeit hours at leave year-end if the projected balances are in excess of the carryover 
maximum. 
 
NAVIGATION PATH: 
Navigator > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > 
Potential Leave Forfeiture Rpt 
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 

Business Unit 
Department 
Node Only [checkbox] 
Employee ID 
Pay Period End Date 

PDF 
CSV 

 
ADDITIONAL INFORMATION: 
Business Unit and Pay Period End Date fields are required fields.  
 
The report must be run for a future pay period end date to project the vacation balance.  Typically, this 
is the leave year end date and should not be a date beyond the current leave year end date. 
 
Screenshot of the Potential Vacation Leave Forfeiture Report Run Control Page 
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ADDITIONAL INFORMATION: 
Business Unit and Pay Period End Date fields are required fields.  
 
Screenshot of the Potential Vacation Leave Forfeiture Report 
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Scheduled Hours Report (TL004) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This delivered report provides information about a time reporter’s scheduled time, including details such 
as duration of work hours for employees.   
 
NAVIGATION PATH: 
Navigator > Time and Labor > Reports > Scheduled Hours 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Start Date 
End Date 
Empl ID 
Employee Reocrd 
Group ID 
Include or Exclude 
 

CSV  

Screenshot of the Scheduled Hours Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Start Date and End Date fields are required fields.  
 
Note:  Employee Schedule Review Query (RTA717) is another report with employee schedule 
information.  
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Screenshot of the Scheduled Hours Report  
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Summary of Productive Hours Report (RTA030) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides a summary of productive hours by Time Reporting Code (TRC) and Department.  
The report can be used to analyze the use of TRCs by Department and/or Employees. 
 
NAVIGATION PATH: 
Navigator > Time and Labor > Reports > Summary of Prod. Hours Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department 
Node Only [checkbox] 
Empl ID 
Employee Detail [checkbox] 
From Date 
Thru Date 
Employee Type  
 

CSV  

Screenshot of the Summary of Productive Hours Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Business Unit, From Date, Thru Date, and Employee Type fields are required fields.  
Employee Types are Excep Hrly, Hourly, Not Appl., and Salaried. 
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Screenshot of the Summary of Productive Hours Report  
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Time Entry Upload Error Report (RTA757) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays errors encountered during the Time Entry Data Upload file processing for users to 
review and correct. 
 
NAVIGATION PATH: 
Navigator > Time and Labor > Reports > Timesheet Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Output to File Server (checkbox) 
Business Unit 
Employee Type (Salary or Hourly) 
Reports to Position Number OR Empl ID OR 
Department OR Project OR Cost Center 
Department CF 
Pay Period End Date OR  
Show All Statuses OR Action Required Only 
Time Reporting Code 
 

Excel 
 

Screenshot of the Time Entry Upload Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Output to File Server checkbox to only be used by Batch user. 
From Date and To Date fields are required fields.   
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In order to review results, user must click on Report Manager after running the report and refreshing to 
success. Next click on the VTAR0757 link 
 
Screenshot of the Time Entry Upload Error Report  
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Timesheet Report (RTA026) 
 
REVISED:  10/20/2021 
 
DESCRIPTION: 
This report contains details of reported time including a summary of the number of hours by ChartField 
distribution by day and also shows productive and non-productive hours pending approval on the 
timesheets.   
 
NAVIGATION PATH: 
Navigator > Time and Labor > Reports > Timesheet Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Employee Type (Salary or Hourly) 
Reports to Position Number OR Empl ID OR 
Department OR Project OR Cost Center 
Department CF 
Pay Period End Date OR  
From Date 
Thru Date 
Show All Statuses OR Action Required Only 
Time Reporting Code 
 

Excel 
 

Screenshot of the Timesheet Report Run Control Page 
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ADDITIONAL INFORMATION: 
Business Unit field is a required field, and select one option from the Employees to Process section 
and one option from the Select Pay Period End Date or From/To Date section, as required. 
Screenshot of the Timesheet Report  
 
AJ and DL are displayed as Reported Time statuses on the Timesheet Report in the following cases:   

 AJ (Adjusted):  System generated offsets due to timesheet adjustments (where quantity is less 
than 0)  

 DL (Deleted):  Time that was deleted from reported time  
 
Screenshot of the Timesheet Report 
 

 
 
Screenshot of the Timesheet Report (scrolled right) 
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Timesheet Schedule Exception and Overtime Review Report (RTA024) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists overtime entered in the pay period.  Report also compares the employee schedule to 
the time entered on the timesheet to identify variances.   
 
NAVIGATION PATH: 
Navigator > Time and Labor > Reports > Timesheet Exception Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
Pay Period End Date OR 
From Date 
Thru Date 
Reports to Position Number 
Empl ID 
Department  
Node Only (checkbox) 
Show All Employees Variance Only (checkbox) 
Employee Type (Salaried or Hourly) 
Show Submitted Time Approved only (checkbox) 
 

PDF 
 

Screenshot of the Timesheet Schedule Exception and Overtime Review Report Run Control 
Page 
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ADDITIONAL INFORMATION: 
Business Unit field is a required field and select one option from the Report Parameters section 
and one option from the Date Parameters section, as required.. 
 
Screenshot of the Timesheet Schedule Exception and Overtime Review Report 
 

 
 
 


